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“*“One-man enterprise” will use electronics by 1970—-AMA 
Office Management buys American Business; merger planned 
Widely expanded program announced for NOMA conference 
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i. MORE EXCLUSIVES THAN ANY OTHER ELECTRIC 


Only the Smith-Corona Electric gives you so many 


. 2 unique, useful exclusive convenience features: 
basil zz One-hand, one-step automatic margins. Cushioned 
Yd touch. On-off signal light. Page Gage. Half-spacing. 


The Smith-Corona Electric, precision-built to the 
: highest standards of reliability, is first in value, too. 
E Compare feature for feature — dollar for dollar — 
Pe with any other office electric typewriter made today. 


s/c] 


THE ONLY MANUAL WITH ACCELERATOR ACTION 


The Smith-Corona Secretarial has livelier touch and 
action for more typing speed, greater typing ease. 
And it’s the sturdiest, most reliable manual made. 

Whatever your needs, the Smith-Corona typing 
counsellor will match the machine to the job. For a 
free demonstration and the “Secretary’s Handbook,” 
call your Smith-Corona office or write to Smith- 
Corona, 701 E. Washington Street, Syracuse 1, N. Y. 


Use Readers’ Inquiry Coupon on Page 88 


SMITH -CORGNA 


DIVISION OF SMITH-CORONA MARCHANT INC 
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Automation comes to the manu- 
facture of electronic data process- 
ors for the office. New machine 
turns out transistors, shown here 
: undergoing final inspection, of far 

greater uniformity that was for- 
; merly possible, at a rate five limes 
as fast. See story, page AA. 


APRIL 1960 


APRIL, 1960 
Volume XXI, Number 4 


Electronics for a one-man enterprise? 
By 1970, AMA speaker predicts 


Single computer serving needs of entire city foreseen 15 


Office Management buys American Business 


Two magazines to be merged in May into enlarged publication 20 


Order processing time cut from 
two days to one hour 


That’s the record established by DesPlaines concern which 
uses salesman’s order form as source of all subsequent records 28 


Integration isn’t confined to the office 

Before integration can bring any benefits, it 

must be achieved for the company as a whole 

By Raymond Dreyfack 35 


Widely expanded program of concurrent sessions 
is planned for NOMA conference 


All sessions after opening day will offer variety of subjects 43 


Automation in the Office 


Lilliputian “Detroit” at IBM; Collins Tests Data Communication 44 


Guide Rules for Procedure Writing 


There's no real mystery to writing clear, effective procedures. 
Here are some of the basic ground rules 
By P. J. Eschbach 51 


Welcome, American Business! (Editorial) 90 


Tools of the Office series 


This month: Business Forms 
By Mary D. Lyons 60 


Office Design 


Lighting is peer of color in modern office design 
By John M. Sine 71 


Chairman of the Board: M. A. Geyer; President: Donald McAllister; Senior Vice-President: 
Hugh J. Ward; Vice-Presidents: Arthur P. Hibbard, James E. Neary, Jr., John M. Smythe, 
Fred G. Steinhilber; Controller: Arthur M. Spence. BRANCH OFFICES: BOSTON (16): 
419 Boylston St. (Rm. 701), Kenmore 6-7333, Charles G. Kretschmar; CHICAGO (1): 
228 N. LaSalle St.. State 2-2911, John M. Smythe, Arthur Hutchinson, David Hanley; LOS 
ANGELES (5): 740 S. Western Ave., Dunkirk 7-6149, Chris Dunkle & Associates, J. R. 
lander (Editorial Representative): SAN FRANCISCO (11): 420 Market St., Sutter 1-88*4, 
Chris Dunkle & Associates. 


Subscription: $4 a year in United States and in possessions, Canada, Mexico and Cuba. 
Other countries $9 a year. Single copies 45c¢; Yearbook Issue $1. Copyright 1960 by Andrew 
Geyer-McAllister, Inc.; all rights reserved. Also publisher of Geyer’s Dealer Topics, Who Makes 
It and Where, and the Gift and Art Buyer. Please give 60 days’ notification of any change 
of your address. Re-entered as second class matter June 29, 1953, at the Post Office at New York, 
N. Y., under Act of March 3, 1879. 


' ee, 
a 
& 
f 
a ‘ . 
ee “ * 
a Se Q 
ee 
ay 
ee dd ed 
| he. 
: & 
Pe 
“Te 
_ © 
q : 
~~ 
SS + 
‘@ 
eel Bi 
caw ee 2. 
___s 4 uo 
ee 5 ABD ¥ 
am rrr sd *) 
>N \ ss : ree 
hd C * 4 ‘ wr F aif 
a . 4 ¥ . ~ ee ty 
‘ee ™ ? Et se 4 % 
se. 5 a 
I ate oe s = ys 
de. ong 1s : a 
th- | sion, rn x 
, ae ee 
i 
‘ 
| 5 . 
—— 4 ee ay a -_ 2 2? 7 a | 
: rai a Bait a a. a | ened - "5 = ae De Sane 


ws 


““THERMO-FAX” Copying Machines give you a 


perfectly dry copy fast. In just 4 seconds these all-electric 
machines copy directly from an original. The clean, dry 
copy can be on white, bond-weight paper or on any of 6 
colors. This speed and simplicity saves you money with 
paperwork routines—such as billing, accounting, and ad- 
dressing. To see all that dry copying can do, call your 
local dealer . . . or mail the coupon below. 


TRADEMARK OF 3M COMPANY 


e 
@ Minnesota Mining and Manufacturing Company 
- . Dept. DBZ-40, St. Paul 6, Minnesota 
CopYuee PROOUCTS a ra e Please show me how dry copying with ‘‘Thermo- 
yy e@ Fax'’ Copying Machines can simplify paper- 
Sas e@ work at low cost. 
+ 
INNESOTA INING AND e Name = 
M M ° 
PMianvracturine company ¢ Company —_—— 
WHERE RESEARCH IS THE KEY TO TOMORROW @ Address __ 
4 . —— — 
THE TERM * THERMO-FAX'™ IS A REGISTERED : City Zone State__ 
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= Coming Events. 


| RSPA Spring Meeting. Chicago, 
| April 5-8. 
Sponsor: Railway Systems and Pro- 
cedures Association. 
| Place: Morrison Hotel. 


NICB 8th Annual Atomic Energy 
Conference, New York, April 6-8. 
Sponsor: National Industrial Con- 

ference Board, Inc. 

Place: Waldorf-Astoria Hotel. 


NMA 9th Annual Convention. 
New York, April 19-21, 
Sponsor: National Microfilm Asso. 
ciation. 
Place: Statler-Hilton Hotel. 


_  IAPW 10th Annual Conference. 
New York, April 27-30. 
Sponsor: International Association 
of Personnel Women. 
Place: Statler-Hilton Hotel. 


AREA Annual Records Manage- 
ment Conference. New Y ork, May 2. 
Sponsor: Association of Records Ex- 

ecutives and Administrators. 
Place: Park-Sheraton Hotel. 


Western Joint Computer Confer- 
ence. San Francisco, May 3-5. 
Place: Jack Tar Hotel. 


CIA Eastern Regional Confer- 
ence. Pocono Manor, Pennsylvania, 
May 8-10. 

Sponsor: Controllers 

America. 

Place: Pocono Manor Hotel. 


Institute of 


ISA Instrument-Automation Con- 
ference and Exhibit. San Francisco, 
May 9-12. 
Sponsor: 

America. 
Place: Civic Auditorium and Brooks 

Hall. 


Instrument Society of 


ASPA 12th Annual Conference. 
New York, May 15-18. 
Sponsor: American Society for Per- 
sonnel Administration. 
Place: Statler Hilton Hotel. 


NISA 38th Conference and Bust- 
ness Show. Chicago, May 15-18. 
Sponsor: Insurance Accounting and 

Statistical Association. 

Place: The Sherman Hotel. 


NSBB Annual Conference. Cin- 
cinnati, May 19-20. 
Sponsor: National Society for Bust- 
ness Budgeting. 
Place: Netherland Hilton Hotel. 


OFFICE MANAGEMENT 
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Branch manager 
Waits secretar 

_fye - 
Irequently! 3 


“He isn’t a bad guy to work for, 
except for one thing. He dictates a 
bulletin for dealers, from three to 
eight pages, every Thursday. A letter 
shop delivers 750 copies late Friday 
afternoon. It would be darn near 
seven before I finished mailing the 
bulletins ... Which is why he needs 
a new secretary so often!” 


If mailings disrupt work schedules, 
bring on crises, run into overtime, you 
should have the new Pitney-Bowes 
Model 3300-FH —a small, low cost com- 
bined folding and inserting machine. 

The 3300-FH will fold and stuff into 
envelopes 500 single sheets in 8 minutes. 
Additional enclosures are made by 
another run through the machine. 

The 3300-FH handles letters, cards, 
invoices, leaflets, even stapled sheets. 


PITNEY-BOWES Folding 
« Inserting Machines 


Made by the originator of the postage meter... 
132 offices in the U.S. and Canada, with nationwide service coast to coast. 


APRIL 1960 


Ps 


Farccaianirne - 
i eee 


It is easy to operate, can be set by 
anybody, without tools, in less than a 
minute. The inserter unit can be used 
separately or attached to any Pitney- 
Bowes folding machine. 

For daily or infrequent mailings, this 
folding and inserting combination is a 
real convenience, and a great time, cost 
and morale saver in any office. It speeds 
up mailings, permits one girl to do the 
work of several, and more efficiently. 

Call any PB office for details. Or 
send coupon for free illustrated booklet 
and case studies. 
The larger Model 
3100 Inserting 
Machine, with up 
to six stations, 
stuffs as many as 
six enclosures at 
speeds up to 6,000 
an hour. And can be 


attached to a PB postage 
meter mailing machine. 


PiTNEY-BowEs, INc. 
2966 Crosby St., Stamford, Conn. 


Send free illustrated booklet and case studies 
on PB Folding and Inserting Machines. 


Name 


Address 
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Pioneering since 1952— 


office management 


leads the field with its news and analysis of 


AUTOMATION IN THE OFFICE 


Since the appearance of the first discussion on the subject of 
Automation in the Office in the August issue of 1952, OFFICE 
MANAGEMENT has published articles on Automation on a 
regular basis to keep the office abreast of everything new on 


this modern technique. Here are some typical ones: 


AUGUST 1959 
Automatic programming-what does it of- 
fer, how does it work? 
—Robert M. Smith 
Computer centers across nation continue 
to widen services to small business 
—Gerald Cook 
SEPTEMBER 1959 
Automatic programming-what does it of- 
fer, how does it work? 
OCTOBER 1959 
“What's Ahead in Automation for the 
Nation’s Smaller Offices?” 
—Robert M. Smith 
NOVEMBER, 1959 
Visible Record Computer Adds “New Di- 
mension” To Banking Automation. 
AMA speakers report—Automation will 


raise Status of Office Manager 


DECEMBER, 1959 

AMA speakers report—Automation will 

raise Status of Office Manager 

JANUARY 1960 

Total integration through automation 

foreseen as major advance of sixties 
—Robert M. Smith 

Three automation milestones of past de- 

cade: An Office Management staff report 

FEBRUARY 1960 

Automation in the office 

Steel corporation installs automatic data 

processing system; railroad supply com- 

pany controls stock level electronically 

MARCH 1960 

Automation in the office 

Computor “mothers” other computers; 

controls their output. State unemploy- 

ment employs solid state; New York 

uses IDP 


WHAT IS AUTOMATION IN THE OFFICE? 


Automation in the office is the use of the rapidly multiplying new 
systems developments and facilities of electronics to synchronize the 
functions of separate units of equipment into an overall operation. 
Importantly, while it can and does employ the latest in electronic com- 
puters and other new devices, it does not necessarily call for costly 
or experimental types of machines and equipment. Equipment presently 
im use in every modern office in America can be geared in one way or 
another to Automation. 

As new progress is achieved and case histories are reported, OFFICE 
MANAGEMENT will carry the great story forward. 


OFFICE MANAGEMENT 


The Magazine for Management Executives—Since 1940 
212 Fifth Avenue New York 10, N. Y. 
A Geyer-McAllister Publication 


Letter costs increase 


The average cost of a business 
letter is now $1.83 according to a 
recent survey made by the Dartnell 
Corp., Chicago research publisher, 
The figure represents an increase of 
13 cents over the $1.70 recorded as 
the average cost of a business letter 
in 1957. In 1955 a Dartnell survey 
revealed the average cost of the 
same letter to be $1.17. 

The report attributes the new fig- 
ure to the increase in salary for the 
executive dictating the letter, the 
stenographer typing the letter, and 
various sources of nonproductive 
labor. In 1953 these salaries were 
approximately 25 per cent lower 
than those reported in the new sur. 
vey. The rise in cost of materials 
and postal rates were also respon- 
sible for the figure the report said. 

The Chicago research organiza- 
tion stated that the average cost of 
a letter is not likely to level off in 
the near future: “By the end of 
1960—with estimated wage increases, 
further postal rate increases, and an 
upward surge of material costs—an- 
other few cents will most assuredly 
be tacked on to the average cost per 
letter.” 


Mandatory retirement eases 


Corporations calling for the man- 
datory retirement of employees at 
age 65 are becoming fewer, accord- 
ing to a special report issued by 
Industrial Relations News (IRN). 
An IRN survey of 28 large corpora- 
tions revealed that 25 per cent have 
instituted flexible retirement sys- 
tems, and that 25 per cent often 
make exceptions for capable em- 
ployees reaching the mandatory 65 
years of age. Several companies such 
as Consolidated Edison and Amer 
ican Cyanamid have extended the 
mandatory age of retirement from 
the traditional 65 to 68 years of age, 
IRN noted. 

Marking a possible trend for the 
next ten years, Industrial Relations 
News reported a possible shortage 
of workers in the desirable 3-41-44 age 
group due to a low rate of birth in 
the depression era. During the next 
decade the number of older work- 
ers will increase 20 per cent and the 
number of younger workers by 46 
per cent IRN states. However, many 
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a Don't let the low price fool you. 
\mer- 
"= ... this $99.50 copier outperforms copiers costing up to 4 times as much! 


from 
{ age, Skeptics are cordially invited to bring samples of their office records to the nearest 
Verifax dealer. See how Kodak’s $99.50 Verifax Bantam Copier reproduces all types 
nthe of writing, typing, drawing, printing; how it gives you 5 dry, white, easy-to-read copies 
eer in 1 minute for 2!2¢ each; how it makes copies on printed office forms . . . and on both 
sides of a single sheet; how it even makes translucent whiteprint masters. 


tage 
| age 
th in Phone loca! Verifax dealer for demonstration (see Yellow Pages under duplicating 
next or photocopying machines), or write Eastman Kodak Company, Business Photo 

Methods Division, Rochester 4, N. Y., for booklet describing all copier models. 


Price quoted is manufacturer's suggested price and is subject to change without notice. 


work- . 
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ny 46 Verifax Copying DOES MORE... COSTS LESS ... MISSES NOTHING 
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NU-KOTe \ a 
TYPEWRITER RIBBON 


COMPANION TO FAMOUS NU-KOTE CARBON 


ONE RIBBON FOR ALL YOUR JOBS 


THERMOFAX AND MULTILITH PROCESSES PLUS ALL REGULAR JOBS 


ONE SPOOL FOR MOST MACHINES 


ALL NOISELESS AND PORTABLES, MOST STANDARDS, ELECTRICS 


OUTLASTS OTHERS THREE TO ONE 


THREE TIMES THE WEAR, ONE-THIRD THE RIBBON CHANGES 


More important extras: Nu-Kote gives you clean, clear, 
printing press sharpness. Nu-Kote’s red reproduces as 
clearly as its black in the Thermofax process. Made 
by the people who bring you Nu-Kote Carbon Paper, 
the extra long-lasting one with the plastic base. Avail- 4 
able through authorized Burroughs M&V dealers. 
Or send coupon below. Dealer Sales Dept., Burroughs 
Corporation, Detroit 32, Michigan. 


ORO kK RR KK ka ok a aK ak ak: 
* —— : * 
* > wa : Dealer Sales Department OM-34 > 
: 7 P : Burroughs Corporation, Detroit 32, Michigan : 
* SS : GENTLEMEN: * 
. Buy where you see this sign : = Send me more information on the New Nu-Kote Typewriter Ribbon. . 

4 Tell me the location of my nearest Burroughs M & V dealer. 
* ’ Rs * 
¢ NU-KOTE":  yame * 
* CARBONS & RIBBONS : > 
* a product of : FIRM * 
. Burroughs ;: ADDRESS : 
* Corporation ; iy ZONE STATE __  * 
OOOO OOOO II OI IOI I a a Fk ak kk a 
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companies contributing to the sur. 
vey indicated they would use olde; 
workers to fill the gap if a shortage 
of those between the age of 35-44 
did occur, IRN reported. 


Minnesota Mining expands 


The Minnesota Mining and Man. 
ufacturing Company has recently 
announced plans to enlarge its du. 
plicating products manufacturing 
plant in Hartford City, Ind., by 
more than 60 per cent. 

Construction of the 87,600 square 
foot addition will begin late this 
spring and is planned for comple. 
tion in early 1961. L. A. Solberg, 
plant manager, said the expansion 
is due to the present demand for 
Thermo-Fax brand copying ma- 
chines and papers, as well as the 
company’s microfilm reader-printer 
products. The new addition will 
also contain space for a new data 
processing section, as well as ex. 
panded general oflices, officials said. 


NOMA reports office survey 


Filty-eight per cent of the com- 
panies replying to a survey on office 
machines and furniture conducted 
by the National Ofhce Management 
Association (NOMA) reported that 
the ofhce machines being used in 
their organizations had been stand- 
ardized. A program calling — for 
standard office furniture had been 
instigated by fifty-one per cent of 
the companies, the report stated. 

Questionnaires regarding replace- 
ment and depreciation of office ma- 
chines and furniture were sent to 
NOMA members throughout the 
United States and Canada. The fig 
ures derived trom the survey repre- 
sent the attitudes and practices ol 
1,500 respondents, the management 
association reported. 

Among the many survey findings, 
twenty per cent of the member com- 
panies reported the use of rented 
ofhce machines while only two per 
cent of the respondents said they 
rented office furniture. A complete 
report of the survey, covering rental, 
standardization, replacement, de: 
preciation, and maintenance of office 
machines and furniture, may be 
purchased for $1 per copy from the 
National Office Management Asso- 
ciation, 1931 Old York Rd., Willow 
Grove, Pa. 
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With the Editors 


Murals for moving? 


CHILDHOOD DREAMS and suppressed ambitions 
both had a field day recently when Time, Inc. staffers 
prepared for the publication's move from its old build- 
ing in the heart of Rockefeller Center to its impressive 
new structure on New York's Sixth Avenue. Everyone 
in the organization was offered freedom to scribble on 
the walls of the old offices to his heart’s content. Sole 
proviso was that each signature be accompanied by an 
original mural. (The seemingly indulgent landlord 
planned to repaint the offices anyway, so looked on the 
whole project with a tolerant eye.) 

The idea caught on immediately. Murals, from tor- 
tured abstractions, to bucolic still lifes, blossomed on 
every wall. An enthusiastic copy boy, carried away by 
the spirit of the whole thing, circulated the office at- 
taching First Award ribbons to every contribution. 
Caricatures of the more picturesque members of the 
staff—and, of course, the brass—bloomed in unlikely 
corners, and one particularly popular painting de- 
picted a late scene in a neighboring bar and grill where 
Time people are accustomed to forgetting their 
troubles. 


The impromptu art show, zany as it may sound at 
first reading, did take people's minds off the inevit- 
able small frustrations that always accompany an office 
move. After all, how often does even a Diego Rivera 
have the opportunity to do a mural on any subject he 
wishes, with a free choice of wall space on which to 
work? 

It could be that Time has blazed the way for a great 
new office tradition—the going-away art exhibit, in 
which each company planning to move to new quarters 
will carefully administer an outbreak of tree form 
drawings on the walls of its old abode. The trouble is, 
the idea might prove so popular that workers wouldn't 
stop. Overnight, murals might blossom in the new 
ofhces, too, Once you let a frustrated artist loose with 
paints, brushes, and a large, blank wall, who can tell 
where it will all end. 

It's a noble experiment that Lime hays launched, but 
perhaps a perilous one. 


aobe*+ OM Sak 


Editor 
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a versatile, double keyboard machine —provides essentially calculator performance and speeds 


up all percentage, invoice, job cost and payroll computations ——has completely automatic mul- 


tiplication feature no stroke counting is required 


saves time and increases reliability 
“addo-x" stands for a family of versatile, time-proven adding and calculating machines 


backed by nation-wide service facilities—with lifetime guarantee repair parts availability 


see your dealer for on-your-job proof or write: “addo-x” 300 Park Avenue, New York 22, NY 
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ELECTRONICS FOR THE ONE-MAN OFFICE? 
BY 1970, AMA SPEAKER PREDICTS 


Muns foresees single computer serving entire city 


WILL THE corner grocery store, the one-man enter- 
prise, the smallest of small businesses be employing 
electronic data processing methods in the near future? 


According to Frank H. Muns, director, data process- 
ing and procedures, Westinghouse Electric Corp., Pitts- 
burgh, Pa., the answer is an emphatic ves. 


Speaking at the sixth annual electronics conference 
of the American Management Association, held in 
New York February 29-March 2, Muns predicted that 
by 1970 electronics equipment will be so widespread 
that any business, no matter what its size, will be able 
to handle operations electronically. 


Low cost, high speed capabilities of high-grade trans- 
mission channels hold the solution to making elec- 
tronic data processing techniques available to every 
business, he predicted. 


“Why can’t such facilities be available so that all 
companies can use them and pay the low cost per bit 
on a usage basis,’”” he queried several hundred execu- 
tives attending the meetings at New York’s Statler- 
Hilton Hotel. And, if such consolidation of facilities is 
possible, “couldn't the corner grocery store have its 


data processing done on a single computer serving a 
whole city? 
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detects 


Order, received in San Francisco, is shipped 


from New York in less than an hour 


“The idea may be impractical today, but not neces- 
sarily tomorrow,” he continued. 

His own company has been experimenting with 
data transmission for some years, and many of these 
“experiments” have now reached the status of full-scale 
operations, he reported. 

One use of computer operations, he declared, in- 
volves filling orders, which may be made out in any 
one of 53 sales ofhces for transmission to any one of 
36 locations. The company concerned employs a tele- 
type network to transmit the order data to a central 
computer in Pittsburgh. The computer then takes over: 
selecting the most appropriate warehouse to fill the 
order in terms of proximity to the customer and avail- 
able stock levels, updating stock records, pricing and 
costing the sale, determining and computing proper 
taxes and totaling the sale. 

In addition, the computer prepares punched cards 
for all accounting operations, writes the customer's 


invoice, and prepares punched cards to teletype ship- 
ping instructions to the warehouse selected by the 
computer, 


Paperwork cut at warehouse 


And, at the warehouse, much paperwork is elimi- 
nated since the order is received in the form of already 
prepared bills of lading, packing lists and labels. 

“This svstem,” Muns declared, “enables the com- 
pany to process in five minutes an order received in 
Detroit for processing in Philadelphia. By the end of 
the vear, the company expects to be able to receive an 
order in San Francisco and ship it from New York in 
less than an hour.” 

By analogy, a central computer connected by leased 
lines to various small businesses could equally well 
serve the individual needs of those businesses on a 


Major show of data processing and electronic equipment accompanied conference . . - 
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time rental basis, much as electric power is sold now. 

Centralizing the clerical operations of a main plant 
and several of its satellite plants reduces costs, Muns 
stated, because faster and more powerlul equipment 
can be utilized at the central location than could ever 
be justified at each separate plant. 

Reporting on experimental equipment now fast 
reaching the marketing stage, Muns cited a data-phone 
subset on leased telephone lines. The subset accepts 
binary data from an input imachine and converts the 
data to tone signals that can then be transmitted on 
ordinary telephone lines. 

“Dynamic” data transmission of this type ollers a 
number of advantages, Muns declared: increased sales 
through improved customer service, fewer warehouses 
required to serve a given area, reduced inventories, 
lowered clerical costs, and minimum transportation 
expenses. 

Mr. Muns, a Monday afternoon speaker at the three- 
day conlerence, was preceded by Milton M. Stone, 
director, Data Processing and Management Inlorma- 
tion Systems Group; Arthur D. Little, Inc., Cambridge, 
Mass., speaking on “Data Processing: What It Is ‘To- 
dav? How Should You Look at It?’; and Robert J. 
O’Keele, assistant vice president, The Chase Manhat- 
tan Bank. 

Distinguishing between the three “parts” of elec- 
tronic data processing: data input, processing of data, 
and data output, O'Keefe said that business is only 
today beginning to realize that the peripheral equip- 
ment — the equipment for data input and output — is 
just as important as the central processing unit selected. 

“Electronic data processing is a stepchild that has 
grown more important and certainly bigger than its 
parent — scientific computing,” he declared. However, 
he went on, there is a basic distinction between the 
two types of computing; the relative importance of 
the computing unit and the input and output media. 

“Computing as differentiated from data processing, 
is characterized by very litthe input, maybe slightly 
more output, and a great deal of internal computing 

he declared. “Commercial electronic 
data processing, on the other hand, is characterized by 
agreat deal of input, output almost equal in volume to 


or processing,” 


input, and very little computer processing of the data.” 

Failure to recognize this basic distinction has handi- 
capped electronic data processing installations until 
recently, he continued, because the heavy information 
demands and high speed of the central computing unit 
outpaced the conventional input media. 

“The importance of peripheral equipment has not in 
the past—and still is not—always been given the careful 
consideration it deserves in the setting up of electronic 
data processing systems,” O'Keefe stated. “Electronic 
data processing systems can probably blame their sci- 
entific computer ancestors for this. Regardless of where 
the blame lies, both manufacturers and users of elec- 
tronic data processing equipment have in the past, 
Piaced prime emphasis on increasing the speed and 
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. . . and drew large attendance on afternoon free for visits. 


reliability of the central processor. In many instances, 
this was done to the neglect of the data capturing and 
input problem, and, to a lesser degree, the output 
problem.” 

However ,this situation is now beginning to resolve 
itself, according to O'Keefe. 

“Recently there has been a great deal of interest 
placed on the input and associated data capturing 
problem,” he said. 

“This interest has been greatly stimulated, I am 
sure, by the finalization by the American Bankers Asso- 


ciation of, and the resulting publicity given to, a mag- Q 
netic ink character recognition common language for 
the processing of checks and also by recently publicized 

uses of optical character reading equipment. This char- 

acter reading equipment has its main purpose elimina- j 
tion of the keypunch problem, which has become one j 
of the greatest bottlenecks in electronic data processing. * 
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(To Page 26) 
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| 3-Wire Electrostrip is ideal for new buildings, and for modernizing old 


PATENTED §j (R) 


PROVIDES MOVABLE OUTLETS 
FOR OFFICE EQUIPMENT 
REQUIRING GROUNDING 


Outlets twist into place anywhere along the strip . . . and each outlet has 


a grounding contact connected to the equipment grounding conductor. The 
strip meets the electrical code requirements for equipment grounding. 


New 3-Wire Electrostrip eliminates outlet planning, and permits adding 
or moving equipment and machines at a moment’s notice. You can install 
3-Wire Electrostrip in a hurry on any surface... ready to deliver power... 
without wire-pulling or breaking into plaster. 


ones . . . offices, showrooms, shops, homes, garages, factories. It is UL 
listed. See your BullDog distributor. He has 3-Wire Electrostrip in stock 
in handy 100-foot and 250-foot coils, and a complete selection of fittings 
(blister-packaged) for any type of installation. 


BullDog Electric Products Division, I-T-E Circuit Breaker Company, Box 
177, Detroit 32, Michigan. In Canada: 80 Clayson Rd., Toronto 15, Ont. 
Export Division: 13 East 40th St., New York 16, N.Y. 


i’ BULLDOG ELECTRIC PRODUCTS DIVISION 
f ’ 1-T-E CIRCUIT BREAKER COMPANY 
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John Smythe, vice president and Midwestern Manager for Geyer-McAllister (left) 


with B. Gordon Fyfe, president of Dartnell, at conclusion of sale in Chicago. 


OFFICE MANAGEMENT BUYS AMERICAN BUSINESS 


Two magazines to be merged into enlarged publication 


OFFICE MANAGEMENT maga- 
zine has bought American Business 
from the Dartnell Corp., and the 
two publications will be merged un- 
der the title Office Management 
and American Business, with the 
May issue of this magazine, accord- 
ing to an announcement by Donald 
McAllister, president of Geyer-Mc- 
Allister Publications, which pub- 
lishes Office Management. 

B. Gordon Fyfe, president of the 
Dartnell Corp., which has pub- 
lished American Business since 
1930, explained that Dartnell has 
sold the magazine “in order to con- 


centrate our editorial and research 
resources more heavily in our pri- 
mary field — monthly services for 
sales and personnel administration, 
which were originated in 1917,” 

Phe Dartnell Corp. has an- 
nounced that Charles F. Johnson, 
editor and president of Dartnell 
Publications, Inc., and all othe: 
American Business editors will as- 
sume editorial duties with the par- 
ent company. 

Donald McAllister said that all 
current subscriptions of American 
Business would be tulfilled by Of- 


fice Management and American 


See editorial, page 90 


Business. 

American Business subscribers 
who have also been subscribers to 
Office Management, will have their 
current subscriptions to Office Man- 
agement extended by a_ period 
equivalent to the unexpired portion 
of the American Business subscrip- 
tion, Mr. McAllister explained. 

Robert M. Smith, editorial direc- 
tor of Geyer-McAllister Publica- 
tions, and editor of Office Manage- 
ment, said that many of American 
Business’ editorial features will be 
incorporated in the new and en- 
larged publication. 


OFFICE MANAGEMENT 
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“ ~ Ie! 
Continuous Forms to enhance Bi 
eee - - . fice — © _— 9 kt ~- it 
your corporate image! F : 3 
5 ey «. [ —_ 4 
Now available from Reynolds & Reynolds, continuous forms to match your ”- J 
. . . | = 
family of flat forms in colorful design and beauty . . . enhance your corporate ; i 
image . . . work as an advertising and selling tool to favorably represent your : : es 
E ° ° one ° ett : bi 
company and its products . . . in addition to cutting paper work. —— 
aS. 
Your experienced Reynolds & Reynolds representative will be happy to 2 ee | 
review your present continuous forms and submit new designs. If you wish, he ada 
will also introduce Reynolds & Reynolds famous line of flat forms—Unistyle a 
ers stationery and Uniset forms—so that you can obtain your complete, matching ee 2 
to line of business forms from one source! There’s no obligation for this service. aa 
elr Seay 
in- } ; aay 
oxl Write to The Reynolds & Reynolds Company, FOS ae ; 
On ’ ; . ic tect 2) 
;' Dayton 1, Ohio, for this — t 
ip free booklet “10 Ways To Make Your oS = 
Business Forms Pay Dividends” Sa” : 
eC- —- b 
So 
Ca- ; we y 
ge- at ie 
an ALAR ASANAS F 
be ae 
‘n- fa 
The Reynolds & Reynolds Company 7 
DAYTON, OHIO e CELINA, OHIO e DALLAS, TEXAS e LOS ANGELES, CALIFORNIA ng 
BUSINESS FORMS AND SYSTEMS SINCE 1866 
Also manufacturers of Post-Rite Pegboard Accounting Systems lie 
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Here they are — 


1959 “OFFICE OF THE YEAR’”’ 


AWARD WINNERS 


: a: ai - 


peunnr een trowue notes ‘ 


DISPLAYED within these pages are 
six ofice buildings of extraordinary 
merit. They have been chosen from 
those erected throughout the coun- 
try in 1959 to exemplify the tenor 
of modern business and its unend- 
ing search for unity of design and 
quality of organization. 

The task of creating an aestheti- 
cally pleasing exterior for a produc- 
tive business organism has been suc- 
cessfully completed in every case. 
Each building is a story of success; 
of enterprise and enlightened co- 
operation. 

Therefore, we congratulate them 
—the executives, managers, archi- 
tects, stockholders—on a job well 
done! 

The complete story on each 
award-winning office will appear, 
with detailed illustrations, in the 
May issue of Office Management 
and American Business. 


Office of the Year (for offices 
designed for 300 or more em- 
ployees): Southland Life In- 
surance Co., Dallas, Texas. 
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Award of Merit (for offices designed 
for up to 300 employees): Peoples 
eti- Drug Stores, Inc., Washington, D. C. 


APRIL 1960 


Award of Merit (for offices designed for up to 300 
employees): Reynolds Metals Co., Detroit, Michigan. 


Award of Merit (for offices designed for 
300 or more employees): Berkshire Life 
Insurance Co., Pittsfield, Massachusetts. 


Award of Merit (for offices designed for 
300 or more employees): Crown Zellerbach 
Corporation, San Francisco, California. 
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Now you can choose grades, colors, weights and finishes never 
before available in impression papers. The TRIM-PAK line of 
Phampion papers comes in popular sizes, precision trimmed 
hind packaged ready to use. 


[RIM-PAK, carefully selected from Champion's complete line 
{ fine printing papers, is performance-tested for gelatin, liquid, 

ncil, and offset duplicating equipment. The range of im- 
ression papers for offset duplicating alone offers unlimited 
exibility. Halftones and colors are sharp and clear. Special 
inishes provide unusual effects for a wide variety of sales 
romotion pieces, brochures, announcements, programs. 
IM-PAK is available in writing; book papers, coated and 
uncoated; bristols aid cover stock. 


pecial moistureproof, ream-size packages keep TRIM-PAK 
andy, ready to run. Fast delivery of any quantity is assured 
‘hrough local inventories. 


For more information, send the coupon. 


SS re 4j 


.the most complete line 
every duplicating process 


CHAMPION PAPER SPECIALTIES, INC. 
Hamilton, Ohio— Subsidiary of The Champion Paper and Fibre Co. 
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CHAMPION PAPER SPECIALTIES, INC. 

HAMILTON, OHIO 
Please send samples of the new TRIM-PAK line of impres- 
sion papers. 


Please have your representative calli on me with the 
complete TRIM-PAK story. 


O 


Name 


Company___ — 


Street 
City 
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..can help you 


ViSIrecord Systems Specialists have 
the know-how to analyze your 
record-keeping set-up. Their 
experience and the facilities avail- 
able to them will enable them to 
provide you with a time and 
money-saving system. Write to 
Dept. OM-2 for case histories on 
above and any other applications. 


here’s 
how 
VIsIirecord 


split-second record location 


ooo Gt 

ARMA Division 
American Bosch 
Arma Corp. 


lets one clerk contro! 
20,000 items... 


With the V/iSIrecord system, one 
clerk can tell in seconds where and 
by whom one of 20,000 laboratory 
and test instruments is being used 
and when the item is due back for 
re-certification. Scanning all 20,000 
records takes only about an hour. 


---at 

TEXAS 
INSTRUMENTS, INC. 
Apparatus Division 


saved 3500 man hours per year 
following up purchase orders ; 
The V/SIrecord system helped 
lighten the routine load on buyers, 
reduced the possibility of overlook- 
ing delivery dates, virtually elimi- 
nated the possibility of a delivery 
entering the plant without being 
inspected and recorded. 


— | 

BROGAN 
CADILLAC-OLDSMOBILE 
Co. of Paterson, N. J. 


tripled the efficiency of an 
accounts receivable operation... 


400 man hours per year were saved 
by a V/SIrecord system. And, all 
customer statements are now mailed 
on the first day of the month instead 
of several days later. 


The world’s fastest visible record keeping system 


375 PARK AVENUE, NEW YORK 22, NEW YORK 
SYSTEMS SPECIALISTS IN PRINCIPAL CITIES 


Use Readers’ Inquiry Coupon on Page 88 


Personnel problem growing 


(rom Page 17) 


“We are all familiar with the 
conventional keypunched card or 
paper tape input method in which 
human operators read a document 
and, interpreting what they have 
read, punch all or part of the in- 
formation from the document into 
cards or tape. This method of data 
capturing, while still the most pre- 
valent one, leaves a great deal to 
be desired, and in some cases where 
volume is great, has prevented ellec- 
tive use ol electronic data process- 
ing techniques. In most cases, it is 
an additional operation requiring 
personnel used exclusively for it 
and it almost always produces a 
document in addition to the source 
document. 

“In addition to the systems prob- 
lem caused by manual keypunching, 
there are further problems,” he 
continued. “The personnel problem 
in keypunching has greatly increased 
in recent years, especially in the 
metropolitan areas. Possibly, the 
advent of electronic data processing 
has helped to increase the serious- 
ness of the problem. Because of 
electronic data processing equip- 
ment’s voracious appetite for data, 
in many instances the number of 
keypunch operators required at an 
installation has increased over pre- 
vious tabulating require- 
ments.” 


system 


Because of the disadvantages of 
the keypunching method, systems 
engineers have, and are still mak- 
ing attempts to reduce or eliminate 
this problem in the capturing of 
data, according to O'Keefe. “These 
efforts have, in general, been 
directed to making the preparation 
of machine readable data a_ by- 
product of some other operation 
which must be performed anyway. 

“The technique of capturing data 
with by-product methods takes on 
several forms including the familiar 
punched holes in cards or tapes. 
In addition, codes either marked 
or printed and = characters both 
human and machine readable are 
used.” 

“Both magnetic and optical char- 
acter reading techniques are the 
most important recent advances in 

(To Page 78) 


OFFICE MANAGEMENT 
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Take it wherever the work is! 


New Recordak Portable Microfilmer is easy to carry 
from desk to desk... office to office ...city to city! 
ONLY 24 LBS. That's all this won- 4 


derfully capable microf.lmer weighs. ( 


Actually, less than most office typewriters! 


The new Recordak Portable is simple 
for anyone to operate. Just plug it in... 
feed documents into it—and they're 
photographed and returned in sequence! 
Many surprising features—two rolls of film, 
for example, can be exposed simultaneously. 

Now even the smallest concerns—even the 
one-man office—can enjoy the short cuts and 


the protection which microfilming alone 


Travels in stvle 
in optional 
carrying case 


provides. And larger companies, too, can 

, use this new microfilmer as an adjunct to 

= their high-speed Recordak microfilmers . .. 

: or use several Recordak Portables in 
decentralized operations. 


Just feed documents into new Recordak _ 
Portable and they’re photographed—up to 
9U a minute—and returned in sequence 


MAIL COUPON TODAY 


=RECORDEK® 


(Subsidiary of Eastman Kodak Company) 


RECORDAK CORPORATION E-4 

415 Madison Avenue, New York 17, N. Y. 
Gentlemen: Send free booklet giving details on 
new Recordak Portable Microfilmer. 


Name Position 
Originator of modern microfilming— 
now in its 32nd year Company 
Street 
IN CANADA, contact Recordak of Canada, Ltd., Toronto City State 


APRIL 1960 
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ORDER PROCESSING TIME CUT FROM 


TWO DAYS TO ONE HOUR— 


Salesman creates source document in customer’s office. 


Order arrives in DesPlaines by teletype; is copied on 
translucent master order form by girl in foreground. 


WITH THE aid ol high-speed 
copying equipment, the  DodAll 
Company, a leading manutacturer 
of machine tools and related prod- 
ucts, has cut its average order- 
processing time trom one day to 
two hours. And, despite a substan- 
tial rise in volume, labor costs have 
been reduced. 

The company obtained this im- 
proved efficiency by eliminating all 
rewriting of order data. The infor- 
mation is entered once, on a trans- 
lucent master form. From _ this 
master, all copies needed for ship- 
ping and billing purposes are made 
on a Copytlex diazotoype copying 
machine. 

Under the former — procedure, 
order data was first handwritten, 
and then was copied by a typist at 
least. once. Backorders and other 
special shipping situations — often 
made it necessary to retype the 
same basic information several 
times. 

A Model 250 Copytlex machine, 
manufactured by the Charles Brun- 
ing Company, Chicago, is used for 
this data-reproduction job. It trans- 
fers information from the original 
to the copy much faster than a 
typist can, and speeds up the opera- 
tion still more by dispensing with 
the need for proofreading and 
checking. Since the Bruning ma- 
chine always prepares a_ faithful 
reproduction of the original, it 
eliminates a major source of order- 
processing errors, and no time Is 
lost recopying incorrect forms. 

DoAll is the world’s largest man- 
ulacturer of hard-edged, meta! cut- 
ting band saw blades. It is also a 
leading producer of machine tools 
(surface grinders, bandsaws, power 
cutoff saws, slicers, lapping ma- 
chines, etc.), gaging equipment, 
abrasive tools, drills, cutters, tool 
steel, and related items. Altogether, 
there are more than 20,000 separate 
items in the product line. 
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Paperwork-duplicating costs 


enough to make you see red”? 


It’s time you looked into xerography, world’s fast- 
est, most versatile, and most economical method 
of copying. In hundreds of companies, in industry, 
and government agencies, xerographic equipment 
is used today to cut through the mountains of paper- 
work, to do more work at less cost. 

Xerography copies anything written, printed, 
typed, or drawn -—in seconds — onto ordinary 
paper, offset paper masters, vellum, or card stock. 
With it you can enlarge, reduce, or copy size-to- 


size... from any original—-enginecring drawing, 


Xerox Copyfio* equipment for inexpen- 
XeroX master-making equipment for offset duplicating sive, high speed. volume reproduction 
ie evgse enlarges, reduces, or copies size-to-size. from microfilm or original documents. 


Use Readers’ Inquiry Coupon on Page 88 


letter, invoice, even bound manuals! Each copy is 
photo exact, legally acceptable. 

You don’t have to be a large organization to 
profit from xerography’s near-magic speed and 
economy in paperwork duplicating. Send for 
proof-of-performance folders showing how compa- 
nies of every size save thousands of dollars annually 
with xerographic copying cquipment. HALorp 
Xerox Inc., 60-242X Haloid Street, Rochester 3, 
N. Y. Branch offices in principal U. S. and Cana- 
dian cities. Overseas: Rank-Xerox Ltd., London. 


HALOID 
XEROX 
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‘“‘One form generates 


all papers needed 


to process order”’ 


The company has 37 sales outlets 
(DoAll refers to them as “sales 
stores”) located throughout the 
United States and Canada. They 
keep sizeable inventories on hand 
which are adequate to fill roughly 
90 per cent of the orders received. 
The remaining orders are sent, via 
mail, telephone, or teletype, to Do- 
All's headquarters in DesPlaines, 
Illinois, just outside Chicago, where 
a back-up and fill-in stock of all 
items in the line are maintained. 

Bruning equipment was installed 
at company headquarters about 
seven years ago to prepare billing 


and shipping copies of each onder 
sent in from the field. 

“A key advantage of our present 
system,” explains V. J. Sweeney, 
manager of the order department 
at DesPlaines, “is that it generates 
—from one form prepared by the 
salesman while he’s in the cus- 
tomer’s office—all the paperwork 


needed to process a routine order. 
Since the customer can verily the 
order before the salesman 
the accuracy of the packing’ slip, 
and of the invoice produced later 
on, are guaranteed. As a result, the 
chances of the customer receiving 


leaves, 


pa 


Shipping and billing copies of each complete order are prepared on Model 250 
Copyflex machine, eliminating crew of typists formerly required for operation. 
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the wrong items or quantities, or 
being billed for something he 
didn’t order, are minimized. 

The salesman uses a form, pre- 
printed on translucent paper, to 
take down the order. When _ it 
arrives in the mail at DoAll head- 
quarters, this form is routed first 
to the credit department, then to 
an inventory control desk (where 
the items requested are checked 
against stock on hand), and finally 
to the Bruning machine. Here, two 
reproductions are made. One is a 
packing slip, the other is a pink 
copy which tells personnel in the 
warehouse what items and quanti- 
ties have to be picked up from 
stock and packed. 

After being run through the ma- 
chine, the translucent master goes 
into the open-order file, while the 
two copies are sent to a_ traffic 
control desk. Here, the method of 
shipment (truck, rail, parcel post, 
etc.,) is designated, as well as the 
name of the carrier where neces- 
sary. Then the copies go to the 
warehouse. After each item has 
been picked, doublechecked, and 
packed, the packing slip is inserted 
in the shipping carton. The initials 
of the individuals who packed and 
checked the order, the date it left 
the DoAll freight dock, and the 
shipping charges, are then written 
on the pink copy. 

All shipments billed daily 

Every morning, those pink copies 
(representing all the orders shipped 
the previous day) are sent to the 
billing department. They're checked 
against the open-order file, and the 
corresponding master copies of the 
original order form are pulled. The 
latter documents are priced, ex- 
tended, and totalled, then are run 
through the machine a second time 
to obtain three or more copies 
which are used for invoicing pur- 
poses. At least one of these copies 
goes to the sales store, another is 
sent to the DoAll accounting de- 
partment (also located at the head- 
quarters office), while the third, 
plus the master, are retained by the 
billing department for record con- 
trol purposes. 

Teletype and telephone orders 
are processed in basically the same 
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Beall COMPAS 


THE DeAll COMPAR 


Forms shown above are used to handle backorders. Set at left covers 
initial shipment, while that at right accompanies the backordered balance. 
Machine makes all copies from master order form (top left). 


ee ee. 


Engineering Department recently acquired 
another machine for mechanical drawings. 
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“AUTOMATION” 


FOR DEPENDABLE 
MEDIA DATA? 


YES and its name is... 


If the media executive had to ferret out per- 
sonally the detailed facts concerning quantity 
and quality of the circulation of each maga- 
zine offered to him for reaching and influ- 
encing a specific market he would be bogged 
down hopelessly with the sifting of figures, 
claims, and conjectures. It would leave him 
no time for his executive function of evalu- 
ating and making important decisions. Ad- 
vertising and selling would proceed at a 
snail's pace. 


In this era of accurate date processing, the 
media buyer, too, has his “AUTOMATION.” 
The ABC reports are the “Univac” of media 
data. Objective, unbiased, and wholly disin- 
terested — the non-profit Audit Bureau of 
Circulations processes the circulation facts 
of member publications so that media execu- 
tives have the facts at their finger tips, for 
evaluation and decision. 


When you flip the page of an ABC report, 
it’s like pressing a button on an “Automation” 
computer. For instance, take the three im- 
portant questions on the right. 


Office Management— since 1940— the authority of the office 
field, parallels its dynamic growth. Office Management now 
offers a circulation of 32,519 (as of Dec. 1959) management 
executives concerned with office administration — by far the 
largest ABC Paid circulation in this field. 
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One of the GEYER-McALLISTER PUBLICATIONS 
¢. Publishers since 1877 
ves eee, 212 Fifth Avenue 

‘@ ' New York 10, N. Y. 


32 


WHAT MARKET 
DOES IT 
COVER? 


IS IT NEEDED 
AND 
WANTED? 


DOES IT 
INFLUENCE 
ITS READERS? 


breakdown of circulation by. 
vocation or business with — 
quantity in all categories. You 
know ecxartiy the prc a 


circulation. Businessmen 
will PAY for the publication 
they need and want. ABC 


reports tell exactly how 


useful tothe reader in his. f 


work. He proves it by ren 
his subscription. The 


renewal rate in the AB 


report is the eanee ree 


u an “press” ds dozens of other 
“buttons” in the ABC report and get imr 


OFFICE MANAGEMENT 


“Spi 
cove! 


fashio} 
mail. 
transl! 
with < 
prepa 
in the 

Fre 
origin 
pared 
It sor 
exam} 
equip 
cops / 
produ 
and | 
maste 
for th 
are ¢ 
those 
on ea 
ol pr 
tions) 

As 
when 
delive 
like t 
shipn 
air e 
remai 
trans) 
ter a 
pared 
whol 
orde) 
ident 
those 
ward 
throu 
repre 
ship} 


consi 


Since 
orga 
more 
checl 
invo 
of tl 
and 

perse 
vidu 
assig 
note: 
to b 
these 
the 

prod 


i | 
% $2 : 
2 a | 
al Pay - Fag  % e 
OE SE. oe Cie Ba ee 
s tc og 
ne * : : 33 | Pegs pre aes 
iil cx ee < a ae —~—< 
ieee, “easy Bey es ee 
x t + US a 3 . Se 
<¥ ~e eS ae a Had ‘Tor 
es say a Zt Oca > * es 
é -. .- ~ Se vA “# ea Rees 
i : i oe ££ 
i % Po, a 
| > eer pasos lO 
; er eas ee - J m= eas 
ae € Be ay ‘ ne ; e i ee 
= lh Ul (k.Lh 
Ps Cee. | ae ee 
io I CARIES 5-2 ee 
; 
| 
a i , - 
So . . . 7 = — i + A re cer ra 
iia. _ i Bio geek 
ah — 
‘ie | Mi 
- Plair 
ee , —— lany. be 
ie 
rib Bei: = a ee 
; q ae nl ia 4... 
3! ee - - ag a = a ia ne 
| ; re 
ca 
a | q | 
— ‘ 
4 : 
F 
: 7 | 1e¢c at 4 { 
* help you determine accurately the value of 
i 4 _ . ci lation ae o 4 = r 
4 Ref ‘Publicati ton s irculation, Ve ‘a. } , 
si . er Be : a Ei caiece 9 k . ’ Ke 
ia 
hin |_| ae APRI 
oo Be 7 oe ee, lO ee 
: © - 4 oe ‘a Bs = ’ ‘ a A note me : =. CE eee ie 
a eS Pia 7 3 a a a, . ij " | a ," 7 dee : 
a ae ei “a il, va a ¥, 1 7 Be ee 7 
= a 4 a em: ‘ = 7 —_— - ag ee 7 a ill . a oe 


“Splits,’’ back orders 
covered 


fashion as those that come in by 
mail. Only difference is that the 
translucent order master (together 
with a copy for the sales store) is 
prepared at DesPlaines instead ol 
in the field. 

Frequently, extra copies of the 
original order form must be pre- 
pared to handle special situations. 
If some items aren’t in stock, for 
example, DoAll uses the Bruning 
equipment to make a. translucent 
copy of the master. This copy re- 
produces the backorder shipping 


and billing documents, while the 


master generates the papers needed 
for the initial shipment. The items 
are dispatched immediately, and 
those backordered, are designated 
on each translucent form by means 
of pencil notations (see illustra- 
tions). 

A similar procedure iy employed 
when a customer wants some items 
delivered in a hurry. In a situation 
like this, DoAIl makes up a “split 
shipment”’—i.e. part of it travels via 
air express or air freight, while the 
remainder moves via slower ground 
transportation. A’ translucent: mits- 
ter and a translucent copy are pre- 
pared listing all the items in the 
whole order. Then, as with back- 
orders, pencil notations are used to 
identily those items sent by air and 
those shipped on the ground. After- 
ward, each translucent sheet travels 
through the Bruning machine and 
reproduces the packing slip and 
shipping copies needed lor each 
consignment. 

Many orders that come to Des- 
Plaines request items from a num- 
ber of the company’s product lines. 
Since the inventory-control desk is 
organized on a product line basis, 
more than one individual must 
check the availability of the stock 
involved. Here again, extra copies 
of the original order are prepared, 
and then are distributed to the 
personnel concerned. Each — indi- 
vidual checks the availability of his 
assigned portion of the order, and 


notes on the copy how much has | 


to be backordered. Atterward, all 
these notations are consolidated on 
the master order, which then re- 
produces the rest of the forms. 
Formerly, whenever an ordet 
(To Page 58) 
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Ready for increased 
parcel post rates? 


Parcel post rates went up on 
February 1, average increase 
17%. This is a good time to 
check your scale. An old, 
inaccurate scale that overweighs 
—wastes money on excessive, 
unneeded postage, more now 
than ever before. In a year the 
waste can be considerable. 

On the other hand, a scale 
that underweighs can irritate 
your customers who have to pay 
“Postage Due” charges on your 
packages. This doesn’t improve 
your corporate image! 

An accurate, dependable 
scale is a real-economy. 
Pitney-Bowes makes the best. 


= PITNEY-BOWES 
Mailing 
= Scales 


Pitney-Bowes, INc. 

2982 Walnut St., Stamford, Conn. 
Originator of the postage meter... 
offices in 132 cities in U.S. and Canada. 


Illustrated is the Model 3700 


Parcel Post Scale with 70 Ib. gi 
capacity. Air and surface rates are a 


shown for each zone; figures are 

illuminated and magnified by a 

powerful lens, reducing errors, 

avoiding squinting and eyestrain. 

Lifetime ball bearings maintain 

accuracy indefinitely. Saves time. 
Another model, the S-510 with 

10 Ib. capacity, shows letter and 

parcel rates for all classes of mail. 

Its automatic pendulum mechanism 

is built for enduring accuracy. 

Registers and levels instantly. Chart 

markings are large, easily legible. | 
Five other models for letters and | 

parcels. Ask the nearest PB office 

for a free demonstration. Or send 

coupon for illustrated booklet. 
FREE: Handy desk or wall chart of 


new postal rates, with parcel post map 
and zone finder. 


eel eeleelteeiieentionel 


| PitNey-Bowes, INc. 
2982 Walnut Street 
Stamford, Conn. 


Send free booklet D> rate chart Q 


Name 


Address 


——— 
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Microfilm mile-long, yard-wide records... 


FAST! 


You capture any image in one continuous exposure 
when you feed your records to the 42” Photostat® 
microfilm camera. This versatile camera takes doc- 
ument widths up to 42”, and any length at all. 

And you microfilm fast. You have a rapid choice 
of reduction ratios. Your actual recording goes at 
a speedy 40 feet per minute. 


Get 3 machines in 1. It’s an enlarger, too. Put the 
microfilm back in the camera and you can flow- 
project a sharp,exact reproduction. Full- or half-size 
continuous enlargements are possible from 16mm 
and 35mm microfilm. 


Registered Trademark of Photostat Corporation 


The Photostat 42” microfilm camera is also a posi- 
tive film printer. It makes as many positive rolls 
from your negative as you want. 

For a proof demonstration of how this camera 
can save you time, space, and money, contact your 
nearest Photostat Corporation sales and service 
office ... or write us. 


PHOTOSTAT CORPORATION MEANS ALL THESE... 
PROJECTION PHOTOCOPYING equipment and supplies 
OFFSET DUPLICATING equipment and supplies 
PROCEDURAL MICROFILMING equipment and supplies 
OFFICE COPYING equipment and supplies 


PHOTOSTAT CORPORATION 


ROCHESTER 3, NEW YORK 
a supsioiary oF Itek corporation 


Use Readers’ Inquiry Coupon on Page 88 
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INTEGRATION ISN’T CONFINED TO THE OFFICE 


Before integration can bring any benefits, it 


must be achieved for the company as a whole 


By RAYMOND DREYFACK 
Director of Tabulating Systems 

Faberge Perfumes, New York 

AT LONG LAST management 
seems to be evolving towards its 
ultimate goal—that of complete in- 
tegration of the entire business 
effort. 

When a business is very small it 
automatically enjoys the benefits of 
this goal because all requirements 
and objectives are lodged in the 
mind of a single owner or manager. 
But as expansion takes place and 
transactions mushroom the enter- 
prise becomes departnentalized, 
and four, six or ten managers take 
the place of the original one. 

That's where problems. start. 

Overall objectives recede out of 
focus, or become secondary to in- 
dividual objectives. One hand does 
not always know what the othe 
is doing. 

The larger an organization grows, 


As a company expands, it becomes departmentalized; a host of managers take the place of one. 
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the more dangerous this practice 
can get—unless a conscious effort is 
made by managers to recover the 
original precious advantage of com- 
plete integration. 


What do we mean by complete 
integration? Well, first a product 
is conceived. Next, it is developed 
and perfected by the laboratory. 
Then a release date is set. The 
wheels of advertising, promotion 
and marketing are put into motion. 
The purchasing department starts 
ordering components. Production is 
alerted and schedules issued. When 
the components arrive the factory 
starts producing. As a result of a 
concentrated effort by the sales 
force orders are received and billed. 
The gears of distribution grind into 
motion. Billing is recorded and 
analyzed, Original estimates are re- 
viewed, production requirements re- 
considered and revised. The cycle 
begins again. 


All right, you say—so what do we 
mean by complete integration? Just 
this. Select at random any phase 
along the way. Product develop- 
ment, marketing and research, pro- 
duction, sales analysis. Any one 
phase is capable of influencing any 
other — either directly, or by subtle 
chain reaction, 


One mistake pyramids 

For example, let's say that sales 
weren't analyzed correctly. Instead 
of 21,538 units sold in Territory 16, 
actually 321,558 units were sold. 
Unless this error is detected the new 
production schedule will be 300,000 
short. Purchasing will be short in 
its buying program. When orders 
for the next period start rolling in 
all hell, plus the president of the 
company, will break loose. The pur- 
chasing expediter will be on the 
phone pleading with suppliers. Pro- 
duction will operate on a crash over- 
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Each function must be logically linked to its related function 


time basis. The pg assistant super- 
visor in Tabulating who made the 
error will be back pounding a key 
punch machine for the city gov- 
ernment, 

The point is that no department 
is an island. Each must work in 
harmony and liaison with the other. 
Each function or transaction must 
be logically linked — from an ad- 
ministrative and operational stand- 
point — to its related function. And 
either directly or indirectly all func- 
tions are related. This perfect optim- 
ization, or ideal linking of related 
functions, may be defined as inte- 
gration. 

This goal is of special importance 
when the operations of a company 
involve extensive contact between 
the office and the factory. 

Both of these sections are vital to 
the well-being of the organization. 
Both deal with the same products. 
The office, however, deals with the 
representation of the product on 
paper, whereas the factory works 
with the physical product _ itself. 
This apparently encourages in vari- 
ous instances a considerable dif- 
ference in point of view. 

In some companies, although this 
is rarely outwardly admitted, pro- 
duction people tend to have in- 
sufficient understanding and respect 
for paperwork problems. By the 
same token, employees who process 
the transactions involving the prod- 
uct often lack appreciation of the 
problems of people whose primary 
interest it is to maintain production 
in accordance with predetermined 
standards of volume and quality. 

Yet in many, many respects the 
attitudes and actions of one group 
reflect pertinently on the attitudes 
and actions of the other. Working 
hand in hand —in close harmony 
and liaison — or, in short, on an in- 
tegrated basis, each group can help 
the other immeasureably. 

Let’s take a typical manufactur- 
ing organization as an example. 
The XYZ Company is a manufac- 
turer of hair tonic. To get a first 
hand view let’s take a tour through 
the plant. We notice that there are 
six production lines busily engaged 


in turning out the finished product. 
Most of the operation is automatic, 
but on each line there are six girls 
who control the feeding of bottles, 
check the filling operation and 
assist with the packaging and final 
insertion into cartons, etc. 

At the end of each line is an 
electric eye device, out of the reach 
of human hands, through which 
each completely packed carton must 
pass before being loaded on a flat. 
In reply to your curious question, 
your host, the production manager, 
will explain that the purpose of 
this device is to count the cartons 
that were produced. 


Report is count by-product 

He will then obligingly escort 
you to another location a_ short 
distance away and show you a con- 
sole-like box about the size of a 
TV set. In addition to an assort- 
ment of meters and dials this piece 
of equipment will also contain a 
typewriter platen. Feeding off the 
platen is a report with about eight 
columns of figures printed on it. 

The meters and dials (our host 
will explain) represent the settings 
for each of the six production lines. 
The report is being run off as an 
automatic by-product of, and = in 
conjunction with, the carton count- 
ing operation. 

“Hey, that’s really something!” 
you exclaim with admiration. “You 
mean to say that while production 
is going on full blast, you get an 
automatic count of the number of 
cartons, and at the same time you 
get a print-out for each line?” 

By now our host who, inciden- 
tally, has been fully integrated, is 
beaming broadly. “You ain't seen 
nothing yet.” 

He then points to a place under- 
neath the console where some cable 
and wires are visible. 

“What's that?” you ask. 

“Remote punching unit,” he ex- 
plains mysteriously. “You see, while 
the cartons are being counted, and 
the report is being run off, a similar 
report is being turned out on a 
slave typewriter in the next build- 
ing. At the same time a punching 


unit is being utilized to establish 
the production record for each item 
on tabulating cards.” 

At this point you are scratching 
your head with a bewildered look 
on your face. 

“Really very simple,” our hos 
smiles. “It’s all part of our ney 
IDP network—you know, Integrated 
Data Processing. Each time a ney 
item is run off on the line, the 
console dials corresponding to that 
line are set to identify the item 
The time started is also recorded 
and from that point on the equip. 
ment takes over. All we need in this 
case is item identification, time and 
quantity. If we were interested in 
weight factors, or measurements, 
there are devices available for these 
things as well.” 

You nod your head. Up to this 
point you're still with it. 

“Okay,” our host continues. “Six 
times a day we get a print-out tell: 
ing us how many of each item have 
been produced during that given 
period. These figures are also avail: 
able for interested management in 
the other building. While this is 
happening the information is be. 
ing automatically punched _ into 
tabulating cards as I’ve said. These 
cards then get fed into a computer 
in the data processing center which 
compares the production. statistic 
against predetermined standards, 
and at the same time adds to the 
perpetual inventory of _ finished 
goods that is maintained by the 
electronic brain. While it is adding | 
to the finished goods inventory it 
is also subtracting from the inven- 
tory of parts to account for the 
production usage. Get the idea?” 

After a deep breath you plunge 
into your interpretation of what he | 
has just explained. “In other words, 
you get an automatic updating of 
both parts and finished goods as 4 
result of this single operation.” 
“Exactly. Brother, that’s a 


tion” 
“I see. But how does all this 
benefit you?” | 
“In many ways. For one thing, if 
one of the lines starts to fall of 
standard we’re notified within an 
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Automatic reporting and transmission 
between office and plant represent 
i long step forward to full integration. 


ris 


I} hour, not three days later as we 

vef used to be. Also, all manual count- 

en} ing of finished goods has been 

il} eliminated, and all the inaccuracy 

inf that goes with it. Before the fin- 

is} ished cartons are stacked in the 

| Finished Goods department an- 

to} other electric eye device counts 

se} them a second time, and this count 

er} is used as a check against the first 

count that was made. And an even 

(S| more important benefit is that we ng 
k,| now get perpetual inventory figures ' 
he} that are dependable, and we get 

ad} them fast enough to do some good.” 

he “Why should that be so impor- 

1 tant to you? Isn’t it actually the 


headache of the Purchasing depart- 
ment, or the Accounting depart- 
l@ ment, or somebody?” 

“Well, theoretically you might 
ge say that it used to be the headache 
1@| of somebody else. But look at it 
this way. If the inventory is off, a 
good part of the headache would 
a end up here anyway.” 

“How do you mean?” 

‘| “Well, for one thing, they used 


to run low on certain items quite 
requently, like the special prepa- 
_| tation we have for dry scalps. That 
if always meant that all our happily 
ff conceived economical production 
i _-Tuns went down the drain, and pow, 
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“If you got home for supper by nine, you were lucky...” 


all of a sudden we were producing 
in dribs and drabs on a crash basis. 
You know, we'd have to cut in on 
one run, clean the machines and 
everything, in order to make another 
run. ‘Phen cut back again as soon 
as we could to restore our schedule. 
At one time they were so far behind 
in their figures up in the Inventory 
department, that the schedules were 
revised so olten, they became mean- 
ingless. What a mess that was. You 
couldn't depend on anything except 
that if you got home for supper by 
nine you were lucky.” 


ROUGH PENCILED LAYOUT = FINISHED FORM 


“You mean now everything is 
smooth and eficient, just because of 
—what did you call it?” 

“Integration.” 

“Yeah, integration?” 

“sure. | have time now for visi- 
tors, don’t 1?” 

Well, leaving our genial host, 
this is just one example. As can 
readily be seen the advantages of 
integration are numerous, and are 
shared by plant and office manage- 
ment as well. Unfortunately, how- 
ever, although a Utopian picture 
Was just presented in our little il- 
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in 1 operation | 


Lines Ruled Automatically by Push Button 


Your VarilTypist can take your 
rough penciled layout and 
give you a complete, 
finished form, in- 
cluding the type 
matter, directly on 
a duplicating 
master or for offset 
camera. Both the type 
and ruled lines are true 
printer’s styles and 
are instantly changeable. 
Varilyper is recommended 
by the world’s leading 
forms designers. 
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lustration just now, the achievemen 
of such harmony 
matter. 


is no siinpk 


Certain barriers of contusion an 
areas ol misunderstanding muy 
first be overcome. Language is on 
such barrier, communication. Here 
is where the talented and broad 
diversified systems analyst can pu 
his intelligence to use. The produc. 
tion manager and industrial engi 
neer have specialized jargons 9 
their own. The same is true of th 
computer technician and data proc. 
essing specialist. Get these — two 
groups engaged in a little friend) 
discussion about production control 
and toss in a dash of plant manage; 
controller or auditor for spice and 
some interesting things are liable to 
happen. 


Stress simplicity 


OF prime importance is the over. 
all objective. Simplicity and com 
munication. Sophisticated expres 
sion is best reserved for the next 
meeting of your specialized associ. 
ation group. Olten, the systems 
analyst, acting as moderator at such 
meetings between diversified groups, 
can guide the discussion in the di 
rection of simplicity and intelligent 
communication. Once this true com 
munication gets under way construc 
tive planning designed to lead to 
subsequent action may start. 

How much should the production 
geared manager know about the 
workings of a computer? 

Well, obviously he doesn’t have 
to know how to program the ma- 
chine. He doesn’t have to set it up, 
time its applications or trouble-shoot 
its deficiencies. But it could be quite 
useful to know what the computer 
is capable of turning out in the 
areas of information, statistics and 
reports. 

A case history or two may serve 
to underline this point. What pro- 
duction manager, for example, isn't 
interested in quality control? Well, 
the Ford Motor Company's Aircralt 
Division in Chicago has automated 
its quality control system to the 
stage where it is now operating at 
maximum speed, smoothness and 
efhciency. In connection with the 
manufacture of rigidly controlled 
jet engines, Ford purchases many 
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Accident control possible 


arts which must measure up to the 
closest of tolerances. In this opera- 
tion a flawless quality control pro- 
cedure is an absolute necessity. 
The system now in use employs 
a master tape containing the exact 
specifications of each part. When a 
receiving report comes in the corre- 
sponding master tape is pulled, in 
serted in a Flexowriter machine, 
and the typed copy automatically 
produced from the tape is compared 
against the detail of the receiving 
report. The Flexowriter (tape- 
operated typewriter) is programmed 
to stop at such points as are neces- 
sary to key in new or variable in- 
formation. While this is taking 
place a new tape is being created 
as a by-product output of the ma- 
chine. This tape contains both the 
master information and the new 
information that was added. 


Quality report automatic 


When the part which was received 
goes to the lab and other inspection 
stations for testing, the second tape 
isrun through the Flexowriter again 
to produce an automatic quality 
report. Once again, where it be- 
comes necessary to key in new or 
variable data, the machine stops to 
allow this manual insertion, and 
again, while the quality report is 
being prepared a third tape is cut 
on the Flexowriter. The third tape 
contains only the information needed 
for the preparation of a Discrepant 
Parts Report later on. 


This embodies the basic concept 
of IDP—that of keying source in- 
formation only once, then using it 
over and over again for repeated 
recordings as required. In this way 
maximum speed and accuracy, as 
well as the assurance that duplica- 
tion is eliminated can be made an 
integral part of the system. 

Another possible application of 
data processing to problems of plant 
management is in the area of acci- 
dent control. The Civil Aeronautics 
Board in Washington makés exten- 
sive use of punched card processing 
to record and analyze aerial mis- 
haps as they occur. Accidents are 
coded by category and compared 
against past history. In this way 
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Acco binders secure records, invoices, catalogs, 
safely—papers can’t slip out. No needless bulk! 
Unlike ordinary binders, trim, space-saving Acco 
binders slim to their contents—whether 1 sheet or 
1000 sheets. 5 colors. Many sizes — from 36 ¢ up. 


ACCOPRESS 


GENUINE PRESSBOARD BINDERS 


ASK FOR ACCO’s new booklet 
“IdeasThat SaveTime and Space” 
—available free at office outfitters. 


Or write: ACCO PRODUCTS, 
A Division of Natser Corporation, Ogdensburg, N.Y.- In Canada: Acco Canadian Co., Ltd., Toronto 
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60,000 engineering prints now 
"“stock-filed”’ for instant use 


Allen-Bradley Company, maker of electrical 
controls, once had to "'custom-copy” engineering 
prints from master tracings—one at a time. To 
eliminate this costly and heavy paperwork load, 
the company turned to Multigraph Methods. 

Now accurate copies in reduced size are re- 
produced by a transfer process directly onto a 
Multilith Master. Then multiple prints are preduced— 
30 or 40 at a time—on Multilith Offset equipment. 
Prints are stored in open-shelf, "'self-service” files 
as shown above. 

No more time-consuming filing and refiling of 


© 1960 A-M Corporation 


original drawings—they get less wear and tear, 
last years longer. Instead, easy-to-handle, highly 
readable prints are instantly available—and 
changes can be recorded quickly and inexpensively 
just by making new Multilith Masters and producing 
new prints. 

This is but one of many ways Multigraph Methods 
are helping business save time and cut costs. Ask 
your nearby Multigraph representative to explain 
how these methods can do the same for your business. 
Or write Addressograph-Multigraph Corporation, 


“ Multigraph Multilith Offset 
Cleveland 17, Ohio. Duplicator, Model 1250 


Cutting costs 
is our business 


— Addressagraph -Multigraph ; 


PRODUCTION MACHINES FOR BUSINESS RECORDS® 


SERVING SMALL BUSINESS ° BIG BUSINESS . EVERY BUSINESS 
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Use Readers’ Inquiry Coupon on Page 88 
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WIDELY EXPANDED PROGRAM OF CONCURRENT 
SESSIONS IS PLANNED FOR NOMA CONFERENCE 


All sessions after opening day will offer variety of subjects 


“NEW DIMENSIONS for office 
executives” will be explored by 
Canadian and American speakers at 
the 4Ist International Conference 
and International Office Exposition, 
to be sponsored by the National 
Office Management Association, in 
Montreal, May 22-26. 

The conference program will de- 
part this year from the pattern of 
previous years by concentrating 
very heavily on concurrent sessions, 
rather than individual  presenta- 
tions before the entire inanagement 
group. This technique has been 
tried in the past, but the number 
of simultaneous sessions will be far 
larger this year than ever before. 


Montreal, “Paris of North America,” will be host to 41st Annual Conference 


APRIL 1960 


Keynote speaker at the opening 
session of the meetings, all of which 
will be held in Montreal’s Queen 
Elizabeth Hotel, is H. H. Lank, 
president of DuPont of Canada Ltd. 
His talk will be devoted to the con- 
ference theme, “New Dimensions 
for Office Executives.” The keynote 
address will be followed by the an- 
nual meeting and election of of- 
ficers and directors. 

On the afternoon of the opening 
day, Monday, May 23, the first and 
only general program sessions of the 
conference will be held. A panel 
group of three speakers will discuss 
the general topic, “Your Office of 
the 60's,” with each speaker cover- 


ing one particular phase of the 
overall subject. W. E. Williams, 
president and general manager, 
Procter & Gamble of Canada, Ltd., 
will discuss “Organizing for In- 
creased Responsibility;” Mrs. A. J. 
Wickens, economic advisor to the 
Secretary of Labor, will talk on 
“Planning Personnel Require- 
ments;” and M. E. Mengel, vice 
president, Burroughs Corp., will 
outline methods of “Forecasting De- 
velopments in Office Equipment.” 
The meetings will break at 3:30 
to allow the registrants to attend a 
special preview of the International 
Office Exposition, which will be 
held in Montreal’s Show Mart. 
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transistors flow from this tiny 
IBM assembly line per hour. 


The Collins Kineplex puncked card transmission system allowed a 
two-way transfer of digital data between manufacturing facilities. 


IN THE OFFICE 


Lilliputian ‘‘Detroit’’ At IBM; 
Collins Tests Data Communication 


Through imitation of the meth- 
ods associated with fast-moving, 
“Detroit” assembly lines, the Inter- 
national Business Machines Cor- 
poration is now manufacturing tiny 
computer transistors at a rate of 


1,800 per hour at its Poughkeepsie, 
N. Y., plant. 


According to IBM’s Data Proc- 
essing Division, the highly au- 
tomated, 500 square foot production 
device has recently completed a 
month of trial operation in which 
it reached production speeds ap- 
proximately five times faster than 
those ordinarily obtained through 
semi-automated methods. William 
J. Mair, vice president and general 
manager of IBM’s Poughkeepsie 
facility, reported the automated 
transistor assembly line to be the 
result of a program started more 
than two years ago, paralleling the 
development of an all-transistorized 
computer. “At that time,” said Mr. 
Mair, “it was apparent that the con- 
version from vacuum-tube systems 
would require huge numbers of 
transistors. One of our new IBM 
7090 computers, for example, con- 
tains more than 50,000 transistors. 
It was also apparent that the tran- 
sistors would have to be uniform, 
and of very high quality—yet inex- 
pensive. The only way to meet these 
objectives was to develop automatic 
production.” 


The new device consists of nine 
units, joined by conveyors. It is said 
to be capable of assembling, auto- 
matically, the six parts of an NPN 
alloy junction transistor with toler- 
ances down to 0.0005 inch. One of 
the transistor parts, the emitter 
dot, is so small that 20 of them 
easily fit in the eye of an ordinary 
needle. 


The new method of transistor as- 
sembly has also raised the level of 
quality control, IBM_ technicians 
said. Instead of using the “batch” 
method of manufacture each tran- 
sistor is assembled and _ inspected 
individually. Photocell and me- 
chanical devices signal the rejection 
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free Timesaver! 


Handy desk dispenser keeps ““ScOTCH’’ BRAND 
Cellophane Tape at your fingertips for dozens of mending, 
sealing, protecting jobs. Sturdy metal dispenser 
is weighted to let you pull off and cut tape 

with one hand. Uses thrifty 1296” rolls of tape! 


Now ... get a deluxe desk dispenser 

free when you buy one at regular price 
with 12 rolls of “SCOTCH” BRAND 
Cellophane Tape. Choose Deal ‘‘R” or “‘S”’ 
below, but hurry, offer limited. 


oe 


Take this coupon to your stationer or 
office supplier: 

DEAL “R”:12 rolls 34” x 1296” “ScotcH” BRAND 

Cellophane Tape with Deluxe Desk Dispenser. 

Second dispenser free! 


"SCOTCH" and plaid design are registered trademarks of 3M Co. 


e& 


Mienesora /fininc ano 


Mianuracturine COMPANY DEAL “S”: same as above, but with 12 rolls 


15" x 1296” tape. 
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AUTOMATION IN THE OFFICE 


of a transistor from the production 
line if it has a missing or poorly 
positioned part, they explained. 


Digital data system 
demonstrated at Chrysler 


The information contained on 
more than 500,000 punched cards 
was transferred at the rate of 100 
cards per minute recently when the 
Western Division of Collins Radio 


Company demonstrated its Kine- 
plex, high-speed digital data com- 
munications system to officials of the 
Chrysler Corporation. 

The card transmission circuit 
linked Chrysler’s general offices in 
Highland Park, Mich., with the 
Dodge main plant at Hamtramck, 
Mich., for a nine day period during 
which time binary-punched compu- 
ter program cards, payroll account- 
ing, and parts inventory control 
cards were transmitted in both di- 
rections simultaneously. 

R. L. Ericson, sales director of the 
Collin’s Western Division, explained 
that since Kineplex may operate 


So automatic and accurate you can start it and walk away! 


Freedom from machine tending is only 
the beginning! The new Gathermatic by 
Thomas Collators brings to collating 
the speed and accuracy of larger, more 
expensive equipment...at a cost un- 
believably low. Write today for com- 
plete information on the many ways you 
can speed up your collating operation 
and substantially reduce your costs. 


e Offers more features at a lower price 
than any other collator of its kind 


e Automatic miss and double sheet 
detectors stop machine instantly, 
prevent errors 


e Stations can be skipped at the flick 
of a lever without hindering the full 
production rate 


e Loads in a minute...each station 
takes approximately 2 ream of 3”x5” 
to 11”x14” sheets in various weights 
and finishes 


e Gives over-all speed, ease and accu- 
racy features formerly available only 
in large-scale collators 


e Automatically collates, counts, criss- 
crosses or staples 6,000 sheets per 
hour 


Thomas Collators Ine. 


World’s Leading Manufacturer of Collating Equipment 
Dept. E3, 100 Church Street, New York 7, New York 
Use Readers’ Inquiry Coupon on Page 88 
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through existing telephone facilitig 


e 
as well as radio voice channels, th Plain 


distance of transmission is almoy 
limitless. After reading a punched 
card, the Kineplex converts the jp, 
formation to audio signals an¢ 
transmits them over the telephor 
or radio circuit. Line  receivyin, 
equipment then converts the signa 
into its original punched-card form, 
The Kineplex system is said 
answer the requirements of com, 
panies looking for methods of trans. 
mitting computer and data pro. 
essing information at high speed 
between a processing center and jt 
various reporting branches. 


RCA center opens 


The first electronic data proces. 
ing center in a proposed nation 
wide network was opened in the 
Wall Street business district recently 
by the Radio Corporation of Amer. 
ica. The $4,500,000 RCA Electronic 
Systems Center, equipped with two 
of the company’s 501 computers, i 
expected to cut the paperwork of 
participating brokerage firms by a 
much as half. Members of the finan. 
cial community attending the ceri. 
mony were told that the cost of using 
the center would range from 5) 
cents to $1.50 per trade with some 
exceptions. 

John L. Burns, president of RCA, 
told the group that similar facilitie 
would appear in almost every active 
business center within the next ten 
years. “Electronic data processing 
will then be as commonplace, and 
as essential to American busines 
and industry, as the production line 
and the telephone exchange,” Mr. 
Burns said. “The business of to 
morrow, in fact, will have a direct } 
line to a computer center just as if 
is now wired to a telephone ex-| 
change,” he added. 

A similar RCA processing center 
will be completed in Washington, — 
D. C., before the end of the year, 
and plans are in the making for 
three additional centers to operate 
in major business markets in the 
west, Mr. Burns announced. 

The new RCA center occupies | 
the sixteenth floor at 45 Wall Street 
It will utilize a staff of appivx: 
mately 90 people: systems planners, 
programmers, operators, and mail 


(Continued) 
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Plain talk about machine dictation: 


Our business is diffe 


don’t have a dictating machine for us!” 


No bet . .. with Edison there’s no need to gamble 
with compromise dictating equipment! In Edison 
Voicewriter’s complete line, there are models that 
are right for executives as wellas staff, right for your 


For your executives and ‘“‘volume”’ 

correspondents . . . Voicewriter! 
The Voicewriter offers every convenience for 
the busy executive or correspondent. Lets 
him “talk away” his work—whenever he’s 
ready—just by taking the mike. The Edison 
Voicewriter Diamond Disc is easy to handle 
—easy to transcribe from. 


Televoice is ideal for compa 


steadily and smoothly, gets 
more economically. 


For your “occasional” 
correspondents . . . Televoice! 


individuals require dictating facilities. Con- 
nects each one to a central transcribing point 
through a handy dictating phone. Work flows 


rent... bet you 


type of business— whatever your business may be! 
Important, too, you deal with a nation-wide 

service organization, Edison Voicewriter, with 

over 70 years’ experience in business dictation. 


For your man on the go 
. . . Midgetape! 

Executives and representatives “‘on the road” 
can use the palm-size Midgetape recorder for 
so many jobs! To record conversations . . . for 
verbal note taking . . . as a sales-training tool! 
Battery operated. Weighs only 3 Ibs. Com- 
pletely portable. Use it anywhere! 


nies where many 


out faster, much 


om a nnn nnn wore --4 


Get all the facts. Mail coupon today 
for details on the Voicewriter system 
to match your own special needs. 


Edison Voicewriter 


RAW 


A product of Thomas A. Edison Industries, 
McGraw-Edison Company, West Orange, N.J. 
In Canada: 32 Front Street W., Toronto, Ont. 


pees eee ere eee 


EDISON 


APRIL 1966 


To: Edison Voicewriter, West Orange, N. J. (OM-4) 
I'd like to have more details on Voicewriter dictating 
systems—and how they can help me in my business. 


Name Position 
Organization 

Street 

City Zone State 


Le ee ee ee 
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The computer will never replace the manager 


tenance experts. The center is pre- 
pared for around-the-clock opera- 
tion. 

Clients will eventually transmit 
business data to the center by wire 
where it will be reproduced on per- 
forated tape. The paper tape will 
then be converted to magnetic tape 
for use with the computer. Processed 
data will be converted from mag- 
netic tape to the form specified by 
the customer: punched cards, paper 


tape, or printed reports. At present, 
clients are expected to hand-deliver 
data in the form of punched-cards to 
the center. 


“The computer will never replace 
the manager,” the RCA president 
said, “but by getting relevant facts 
to him in simplified form, by nar- 
rowing the grey area of surmise, the 
computer can become management's 
most powerful ally in making the 


right decisions and making them 
promptly.” 

In another report RCA announced 
DaSpan (short for data-span), a 
method of transmitting information 
used in data processing over exist. 
ing telephone or teletypewriter lines, 
The new communications system 
will make it possible to link several 
branch offices directly with a data 
processing center, RCA officials said, 


Southern California Edison 
to automate billing 


The greatest thing in 
carriages since babies 


high quliy WEBSTER 
CARBON PAPERS 


Exclusive, Uncoated Numbered Edge makes carbon handling 
easier and cleaner. It insures you neatly typed, even carbons 


every time. 


Stays Flat even in extreme temperatures. Each sheet is spe- 
cially treated to insure smooth, flat, uniform handling ease. 


Weights and Finishes to fit individual needs. You'll get crisp, 
clean results whatever your typing requirements. 


And Webster offers you a variety of other high quality dupli- 
cating supplies: typewriter ribbons in cotton, nylon and silk for 
all typewriter makes; office machine ribbons for most types of 
adding, accounting, tabulating and addressing machines; 
carbon paper rolls, spirit duplicating papers and master units. 


plus: hand cleansers, type cleaners, instrument oil, and dupli- 


cating fluid. 


At better office equipment dealers everywhere — make it 


clear you want 


Webster 


MultiKopy Durametric Carbon Papers 


Always send a “'Time-Saver” courtesy carbon copy 


F.S. Webster Company + 3 Amherst Street + Cambridge, Mass. 


Use Readers’ Inquiry Coupon on Page 88 


| In anticipation of continued pop. 
ulation expansion in the Los An. 
_geles area, Southern California Edi- 
‘son Co. has announced plans to 
install an electronic data processing 
system to handle billing for 
1,000,000 of its 1,600,000 customers, 
It is also considering using the 
computer, to be installed in 1961, 
to predict customer list expansion 
over the future, and for scien- 
tific calculations on engineering 
| projects. 

The unit chosen by the utility is 
|the Honeywell 800, fully transis. 
_torized data processor made by the 
Datamatic Division of Minneapolis. 
_Honeywell, Boston. 


| Although customer billing—some 
/ 25,000 statements will be processed 
in one workday by the computer- 
will be its primary job, the system 
‘eventually also will handle general 
accounting and engineering prob- 
lems, according to J. K. Horton, 
| Southern California president. Dur. 
‘ing bill processing, he reported, 
the system will automatically and 
simultaneously up — date customer 
lists, extract information for re 
ports, edit and print orders, and 
sort and print out statements. 


Digitronics to expand 


Construction of a new manufac 
turing plant has been announced by 
Digitronics Corp., Albertson, N. Y., 
manufacturers of electronic data 
processing equipment and compo 
nents. The 30,060 square foot, fully 
air conditioned building is expected 
to be completed before summer, 
company officials said. It will pro- 
vide the company with approxi: 
mately twice the amount of space 
incorporated by its present facilities, 


they added. 
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Certain hours perilous 
(From Page 41) 


patterns are established, trouble- 
some spots highlighted. 

For example, the introduction of 
areversible propeller was made pos- 
sible when it was learned through 
such studies that previous equip- 
ment was unsafe. Regulations in- 
volving pilot fatigue are under con- 
stant study, and where studies show 
that it is advisable, policy revisions 
are made. 

Analysis of this type, made feas- 
ible through data processing tech- 
niques, have pointed out specific 
hours of the day when, based on 
past experience, greater caution 
must be exercised. Or it may be 
determined that pilots of a certain 
age group are more accident-prone 
than others, or that an undue inci- 
dence of accidents are prevalent in 
aerial crop control, etc. 

If these determinations can be 
made in the field, why not in the 
plant? Accidents can easily be coded 
and identified according to depart- 
ment, machine type, age group, sex, 
operation, employment classifica- 
tion, or what have you. Once the 
information is translated into 
punched cards or tape — machine 
language, that is — the flexibility of 
output can be geared to match the 
requirements and the imagination 
of the management concerned. 

William A. Wenner, President of 
the Structo Manufacturing Com- 
pany, one of the largest toy pro- 
ducers in the world, apparently 
subscribes to the broad approach. 
At Structo, improved production as 
well as better customer service has 
resulted from a punched-card system 
that originates a bill of material for 
each toy introduced into the line. 
Used as the basis for integration, 
the bill of material file is further 
processed to obtain requirements 
forecasting, material costing, pro- 
duction planning and scheduling, 
expediting of materials deliveries 
and a tightly efficient inventory 
control. 

_ For this company the concept of 
integration has paid off handsomely. 
It can pay off for other companies 
too. All that is needed is a little 
imagination, and a more openly re- 


ceptive liaison among managers 
representing diversified fields of 
interest. 
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‘For Bursted or Unbursted 
Data Processing Forms 


pressboard binder that costs so little you can 
throw it away with the records when they 
become obsolete. 


Nationa BLankx Book ComPany 
Dept. 1704, HOLYOKE, MASSACHUSETTS 


- Disposable — 


Storage Binder 


NBB Cable-Post Jr. Binder — a gray 


Easy to Load — posts “thread” easily 
through marginal punchings. Can load from 
top ... unload from bottom. 


Flat Opening — permits reference into 
margin. 


+. 


New Type Cable Post — steel cable en- 
cased in nylon, flexible but will not crack 
with use. 


closed. 


NBB Cable-Post Binder for Cur- 
rent Records. The No. 1 choice for an 
efficient, long-lived binder for data proc- 
essing forms—posts of steel cable encased 
in nylon, vinyl plastic cover, slide locking 
mechanism. Can load from top. . . unload 
from bottom — ideal for revolving records! 


Stack or Shelf Storage — no protruding 
posts — mechanism concealed when cover is 


Please send more information about NBB Binders for Data Processing Forms. 


Company 


Street 


City 
The name of my office supply dealer is: 


State 
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©1960 VENUS PEN & PENCIL CORPORATION, LEWISBURG, TENN. *PAT. NO. 2 578,63 


New Camel ink-cartridge’ goes miles further without running dry! 


Because Venus can put more ink in the remarkable Camel ink-cartridge, you 
get more work out. For just pennies more, the famous “cross between the 
pen and pencil’’® gives you top efficiency, top economy for the office. Other 
features : New cone-shaped extended point; light wood barrel; permanent ink. 
Nine styles. 29¢, 39¢, 49¢. Less by the dozen. Blue, black, red, green ink. 


Order from your stationer today. Vv E N l | os ball PEN:-ceil 


VENUS.- ball PEN.-cil CHouble-Duty-» 


FREE DESK STAND 


(50¢ retail) 
with every 
dozen retail- 
ing for 39¢ or 
more.Limited 
time offer 
through your 
stationer. 


: 
, 
Venus “365’"*. .. the de luxe retractable model. Guaranteed to write 1 year or new refill free. $1.29 
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GUIDE RULES FOR PROCEDURE WRITING 


There’s no real mystery to writing clear, effective procedures 


By P. K. ESCHBACH 


Blue Diamond Corp. 
Blue Diamond, Nev. 


A COMPLETE set of well written 
procedures will go far toward stand- 
ardizing and streamlining office work 
and will result in significant savings. 
These benefits will be especially 
apparent in instructing new em- 
ployees and in a program of job 
rotation or interchange. The ideal 
in procedure writing is to cover any 
given operation in such a manner 
that any intelligent person (with 
the necessary basic qualifications) 
can carry through a job with little 
or no personal instruction. In addi- 
tion, the scrutiny which each oper- 
ation receives in the process of 
writing a procedure is important for 
it usually discloses improvements 
and shortcuts which can then be 
incorporated in the instructions. 

It may be somewhat difficult to 
pin down concrete savings resulting 
from systems and procedures but 
they are there, nevertheless. For 
example, it has been estimated that 
it costs at least $500 to train a new 
basic clerical employee, and up to 
several times that amount for more 
complex jobs. In this area, alone, 
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Clear, efficient procedures save money and time. 


savings from a well designed and 
executed procedures program may 
be substantial. 

Systems and procedures spell the 
difference between a haphazard and 
an efficient administration and serve 
to exemplify and implement com- 
pany policy all down the line. For 
this reason, such a program should 
start at the top and should be all- 
inclusive, with the full support of 
management. Failing this, however, 
at least some progress can be made 
by installing procedures independ- 
ently, at departmental levels. 

In my earlier article, “How to 
create a do-it-yourself systems 
and procedures program,” (“Office 
Management,’ August, 1959) some 
hints were given on the subject 
of writing procedures, as part of a 
systems set-up. Procedures were de- 
fined therein as “Detailed instruc- 
tions covering the clerical or other 
operations involved in systems.” The 
attempt will now be made to give 
more specific suggestions for pre- 
paring a Procedures Manual and for 
writing Procedures. 


1. FORMAT — Some of the 
considerations 
this are: 

a. Headings 
b. Margins 


involved in 


c. Binding 


d. Type 
Headings — 1, Name: First of all, 


it is desirable to select a general 
name for all instructions. Then this 


name will appear at the top of each 
page in every manual; spelled out 
on the first page and abbreviated 
on succeeding pages. Among names 
frequently adopted are: 
Standard Operating Proced- 
ures (SOP) 
Standard Practice Insructions 
(SPI) 
Standard Procedures (SP) 
Company Instructions & Pro- 
cedures (CIP) 

Etc. 


2. Date: If ihe procedure is to be 
issued immediately, the current date 
is used. If, on the contrary, as usu- 
ally happens, the procedure will not 
become effective until a later date, 
there should be two dates — date 
issued and date effective. 


3. Page Number: It is necessary 
to show the total number of pages 


in the procedure, as well as the 
number of the individual page, on 


J aX lo ae a. 

KS tay — i ac 

<C> ar os ee hw 

, G75 ay. i % 

ZH SE SS ROY 7 

: re y 7" mo 

% f° we | el ' % 

= ge 

ee  . 

>. 

— 

Hy 
j ( 
ee 

| | ‘i . ail fed 7 | ‘f a. idl P 4 * ie oil % us q | ’ Way | - ee x r ; r 

j ig ee a Pal a . ee a “a ££ 4 Site lee a ae. : ae r 

| i se iby * a se 


Every definite, definable job should be covered 


Encourage employees to make suggestions for improvements in procedures. 


every sheet; thus, “Page 1 of 5,” 
etc. This should be in the upper 
right hand corner. 

4. Procedure Number: This 
should be shown on every sheet. (See 
text for method of numbering or 
coding) . 

5. Subject: This is the name of 
the operation for which the pro- 
cedure was written; thus, for ex. 
ample, “Switchboard Operation.” 

6. Approval: The name of the de- 
partment head or other authorized 
person or persons should be shown. 
Sometimes the actual signatures or 
initials of the approving officials 
may be reproduced. 

7. Distribution: Where only a 
few copies are to be distributed, the 
writer prefers to write out the names 
of the recipients on the last page of 
the procedure in a paragraph en- 
titled, “Distribution,” rather than 
to use this item in the heading. If 
the distribution is to be extensive, 
such, for instance, as to include all 
members of a department, or even 
all employees in the company, a 
code number or letter can be used 
and put into the heading under 
“Distribution.” Distribution is im- 
portant in order to insure that all 
for whom the procedure is intended 
receive it; also we know from the 
distribution list how many copies 
will be required. 

Margins—There should be ample 
margins at the left and top, par- 
ticularly on the side that is to be 
bound. Nothing is more frustrating 
than to try to read pages which are 
bound so closely, either at the top 
or on the left side, as to obstruct 
the writing. 

Binding — This depends upon 4 
number of factors, including size of 
Manual, the amount of handling it 
will be subjected to, where it is t 
be used, etc. A good three-ring 
binder is universally useful, espe 
cially the type with a slot on the 
back for a label and with a conveni- 
ent device for opening and closing. 
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The above are essential elements 
of the Heading. Other items some- 
times used are: “Supersedes,” “Writ- 
ten by,” “Revised,” etc. The latter 
(“Revised”) may be shown on the 
margin of any paragraph that is 
revised, or, if the procedure has 
undergone a general revision, this 
word would be included in the 
Heading, together with the date of 
revision. 


Type — By all means, use pica 
type. Bearing in mind the cardinal 
principle of readability, pica is the 
best. Elite is too small for quick 
reference and easy reading and na- 
tional is too large to be practical. 
These are the three standard sizes 
used on typewriters. If an elaborate 
procedure program is to be under- 
taken, consideration should be given 
to the purchase of a Vari-Typer. 
With this machine, it is possible to 
use various sizes and styles of type, 
such as italics, and to maintain uni- 
form right-hand margins. 

Coding or Numbering—With fur- 
ther reference to the above, much 
has been written on this subject and, 
I think, undue emphasis has been 
placed upon it. Numbering should 
be kept as simple as possible and, 
in a small organization, there is no 
necessity of an elaborate coding 
system. This is one of the technical 
points which often frightens the 
tyro at the outset. Of course, the 
larger and more complex the organ- 
ization, the greater the necessity of 
accurate coding. 

How procedures, etc. are num- 
bered will depend upon individual 
requirements and good common 
sense; one should avoid falling prey 
to a mania for being too technical. 
As an example, if a system is to be 
established for every department in 
the company, one can select numer- 
als for these in the order of impor- 
tance or any other logical sequence. 
This will give you your first digit. 

Thus, suppose the number, “1,” 
is selected to cover all Administra- 
tive activities of the business and 
“gn 
tion activities, while “3” covers 
Sales. Now, we have three chief 
numbered categories to be sub- 
divided. Under “1,” we have “Ac- 
counting’ which can be further dis- 
tinguished by another numeral, “1.” 
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is selected to cover all Produc- 


Under Accounting, there will be a 
number of sub-divisions, for exam- 
ple, “Payroll.” So, we may have 
“1,1,1” for ADMINISTRATIVE, 
ACCOUNTING, PAYROLL. If we 
wish to designate “Accounts Re- 
ceivable,” we may use I, 1, 2. “Ac- 
counts Payable,” “1, 1, 3,” etc. The 
best advice in this, as in all similar 
work is “keep it simple” and estab- 
lish some logical order of categories. 
Letters may be used instead of num- 
bers, or letters and numbers may 
often be combined advantageously. 

If there is no point in categorizing 
the business from the top down, 
you can use appropriate numbers 
confined to the procedures of one 
department. For instance: “Nevada 
Office Manual” (1), “Job Descrip- 
tions” (2), Designation of Job 
Description 1,2,3 etc.). Thus, 
“1,2,1° may designate “Nevada 
Office Manual,” “Job Descriptions,” 
“Acounting Clerk.” The Organiza- 
tion Chart may be used as a guide 
in all this. 


Distribution sometimes coded 

Yet another system takes note of 
who is to receive the instruction. 
Thus, if a company-wide bulletin is 
to be issued, perhaps your first digit 
will be “1” or “A.” If the procedure, 
etc. is to be confined to office per- 
sonnel, you may have “2” or “B” 
to signal this fact, and so forth. 

Coding systems can be changed 
and extended as the _ necessity 
arises; therefore, it is unnecessary to 
try to plan a system at the outset 
designed to cover every possibility— 
in fact, it is practically impossible 
to do so. “Change is the order of 
the day” —and a necessity in any 
progressive enterprise. 

1. Content— The first question 
that naturally arises is, “What to 
put into a procedure,” or what shall 
the procedure cover? The answer to 
this is that every definite clerical, or 
other, occupation should be covered 
by a procedure. It may be necessary 
to break down a complex operation 
into two or more sections each to be 
covered by a procedure. If there is 
any unavoidable overlapping, in 
such a case, use cross reference bet- 
tween or among the procedures. 

To quote from a procedure writ- 
ten by the author, entitled “Instruc- 
tions for Writing Procedures,” “A 
procedure consists of a detailed de- 
scription of the steps involved in a 


definite operation such, for exam- 
ple, as processing a Bill of Lading 
or writing a Requisition, etc.” 

2. Style — The next point is read- 
ability. To quote again, “In order 
fully to achieve its purpose, a pro- 
cedure should be readable. The 
readability of material of this nature 
depends upon two categories: 

a. Physical appearance and make- 

9 

b. Mental factors or quality of 

composition 
As regards (a), we have already 
dealt with this question in this ar- 
ticle. A few further remarks may 
not be out of place, however. The 
ease of handling a manual and the 
ability to read it without eye strain 
are important factors in encourag- 
ing the average employee to read it. 
It should be neatly and correctly 
typed and securely bound. It should 
also be completely indexed so that 
any subject covered by it can be 
readily found. 

With reference to (b), there is 
a good deal to be said. The cardinal 
points to be observed are CLAR- 
ITY, BREVITY, SIMPLICITY. 
Above all, it is essential to begin at 
the beginning. 

In order to write a procedure 
which will fulfill its purpose, it is 
necessary to bear in mind that its 
chiet use is to instruct; therefore, 
one who is inexperienced in teach- 
ing or who does not possess a nat- 
ural bent in that direction, is not 
likely to be successful. I do not 
believe this point has been stressed 
sufficiently. 

A common mistake of anyone 
who undertakes to teach another or 
to write a procedure is to assume 
that the person addressed is already 
familiar with the terminology of the 
subject and knows the elementary 
facts leading up to it. The fact is, 
it is not sale to assume anything! 
Therefore, the following rules 
should be followed, at the outset: 

a. Define your terms 

b. Start at the beginning, being 

certain not to omit any essen- 
tial groundwork or rudimen- 
tary facts 

Of course, one must use good 
judgment in this, as in everything. 
Thus, if a procedure is designed to 
tell a typist how to type a report, it 
can be confidently assumed that he 
or she knows how to use the type- 
writer, so no explanation of the 
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Do not explain basic, precedent work employees already know 


touch system will be required! 
Then, too, if it is a known fact that 
the employees for whom an ad- 
vanced procedure is designed are 
thoroughly familiar with what pre- 
cedes it, there is no point in a 
detailed explanation of the elemen- 
tary facts. These remarks, however, 
in no way contradict the principles 
stated in (a) and (b). 

Clarity is achieved by saying ex- 
actly what one means without any 
circumlocution. As a_ prerequisite 


for this, it is necessary to have a 
clear conception of what is to be 
explained. An aid in this is to set 
forth every point in logical sequence 
and, where necessary, to designate 
paragraphs by number or letter. 
Brevity is very necessary, let one 
must guard against going overboard 
on this. Brevity can very definitely 
be overdone, with disastrous conse- 
quences. The average writer, how- 
ever, will tend toward prolixity so 
he should be careful to eliminate 
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Cloud 
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HYGIENIC 


Foot Comyort 


MATS and RUNNERS 


Fatigue caused by standing on hard floors is 
eliminated when Hygienic Foot Comfort Mats 
are used. They offer restful, relaxing 


support to those who must work stand- 
ing — quickly pay for themselves with 
increased efficiency. Available in 8 
decorator colors with all edges beveled 
for safety and appearance. 


See your OFFICE SUPPLY DEALER 


or write to: Flooring Division, Dept. M 


THE HYGIENIC DENTAL MANUFACTURING CO. 
AKRON 10, OHIO, U.S.A. 


HERE'S THE SECRET... 
A beautiful rubber tile flooring bonded 
to a sponge rubber base provides proper 
support without being “mushy.” 


Use Readers’ Inquiry Coupon on Page 88 


anything which is not pertinent to 
the subject and necessary to explain 
it. On the other hand he must guard 
against leaving anything to the 
imagination. If the writing is too 
terse or concise, it has the effect of 
defeating its own purpose; i.e. it is 
more difficult to read than if it is 
too discursive. It is necessary to 
strike the right medium of ex. 
pression. 

Apart from the above, it is often 
desirable to start a procedure with 
a short introductory paragraph ex- 
plaining its purpose. One should 
write as if talking directly to the 
person for whom the procedure is 
intended. This device tends to make 
the meaning appear more concrete 
and less abstract. 


One important point is to use 
active, rather than passive, verbs, 
Remember that the chief function 
of a procedure is to tell the reader 
what to do and how to do it. This 
mode tends to encourage action 
instead of reflection on the part of 
the employee. For example, we may 
say, “The payroll is posted daily 
from the time sheets,” or, simply, 
“Post the payroll daily from the 
time sheets.’”’ The latter fosters ac. 
tion; it is a modified version of the 
imperative without, however, being 
offensive. Avoid saying “You must, 
or “You will’ do so and so. 

“Written by’ — The author likes 
to use this in the headings of pro- 
cedures, etc., the reason for which 
will shortly be apparent. Actually, 
this opens up an important aspect 


_of procedure writing and poses sev- 


eral questions. Thus, having dis- 
cussed how to write them, the next 
vital question is “Who is to write 
them?” 

First, in an organization which 
maintains a Systems & Procedures 
Department, the actual writing is 
done by the systems manager or his 
staff. This is preceded always by 
consultation with the head of the 
department for which the procedure 
is being written and usually by dis 
cussions with the employee who is 
doing the work covered by the pro- 
cedure. The department head and 


_even the employees concerned may 


submit notes, suggestions or a rough 
draft for the guidance of the systems 
man. In fact, if the latter fails to 
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evolution in dictation starts with Stenorett 
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Now-—an electronic eraser under your thumb 


Full microphone control on this Stenorette makes your dictation faster, error-free! a" 


End costly, time-consuming dictation! 


Just one button on your Stenorette 
microphone lets you dictate, backspace, 
review. And, if you say it wrong, erase as 
you say it again right! No embarrassing 
mistakes. No frantic fingering. 


Magnetic tape does it. Stenorette— 
fully transistorized for instant operation— 
is the only machine to use clear, easily- 
corrected, re-usable tape properly. Your 
dictation is error-free—the easiest, fastest 
you’ve ever known. 


Your secretary transcribes faster too. 
Because she doesn’t have to pre-listen for 
errors, she types it right the first time. 


Automatic Voice Control gives her uniform 
playback at all times. No wonder she’s 
happy to say goodbye to outdated discs, 
cylinders and belts! 


No other machine compares in cost, 
quality or features. Just imagine what your 
company can save with Stenorette tape 
alone! And a Stenorette system—coordi- 
nated for dictating and transcribing with 
desk-models in your office, portables in the 
field—costs about half that of othersystems. 


Ask for a revealing 15-minute demon- 
stration in your own office . . . to learn all 
the amazing facts about the revolution in 
dictation that starts with a Stenorette. 


bel’ Stenorette’ 


—more Dejur-Grundig Stenorettes are sold in the United States than all other magnetic dictating machines combined. 
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% 
Stenorette® 
COMPANION. 
Fully tronsistorized, 
portable, powered by 
lifelong rechargeable 
battery. 45 min. reel. . 
Compatible with desk- § 50 
model Stenorette. Only ous : 
a ae 
DeJUR-AMSCO Corporation, Business Equipment Div. 
Northern Bivd. at 45th St., Lone Island City 1, N. Y. 
Send booklet describing the revolution in dictation [[] ia 


Have your representative call for a demonstration [(] 
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departmental 


If you rotate jobs, give employees a complete manual 


secure the cooperation of these indi- 


viduals, he is not likely to make 
much progress either in writing the 
procedure or in obtaining use of it 
after it is written. 

Second, if there is no Systems & 
Procedures Department, the various 
managers, or their 
staffs, may write the procedures. 


This arrangement, although inferior 


to centralized control, is nevertheless 

better than no procedures at all. 
The writer has gone a step fur- 

ther than is customary and, in the 


case of employees who are capable 
of doing so, encourages the person 


who is actually doing the job to 


write the procedure. A suitable for- 
mat is provided, together with a 
copy of a procedure on the subject 
of writing procedures, and the em- 
ployee turned loose on the project 
in any spare time that may be avail- 
able. Often a surprisingly good piece 
of work results which requires but 
little editing before issuing it in 
final form. 

This personal participation fos- 
ters job interest and arouses the 
necessary enthusiasm to seek im- 
provements in the procedure which 
are then incorporated in revised 
editions. In fact, all employees using 
procedures should be encouraged to 


Raymond E. Girouard, President, Flamingo Products, Inc. ,Danville. Ill. says, 


“Premier costs less to buy, 
saves us money every day” 


“This remarkably efficient envelope 
opener saves us time and money in 
every department. Efficient distribution 
of the morning mail allows us to pro- 
cess orders and record payments earlier 
—there’s no wasted time at the start 
of the day.” 


An Auto-Opener can help you save 
valuable time and money, too. Write 
for complete information and name of 
your nearest dealer. 


PREMIER 


$9995°* 

HIGH SPEED ENVELOPE OPENER 
Completely automatic! Shaves micro- 
scopic edge off envelope without harm- 
ing contents. Opens 300 to 400 enve- 
lopes per minute...all sizes and weights, 
intermixed. Easily portable. Safe, com- 
pact, fully guaranteed! *Pius F.E.T. 


UTO-OPENER 


A PRODUCT OF MARTIN YALE, INC., 2100 W. FULTON ST., CHICAGO 12, ILL. 
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submit suggestions for improve. 
ment. These suggestions, if adopted, 
can then be recognized by referring 
to them on the margin or in the 
text of the revised edition as having 
been submitted by the employee 
concerned. 


Forms — When forms are referred 
to in procedures, by all means in. 
corporate the appropriate form in 
the procedure. Better yet, fill in the 
form with actual, characteristic data, 

Charts, etc. — Forms Flow Charts 
are often useful adjuncts to proce. 
dures. These charts show point of 
origin and flow until the form is 
filed. Diagrams, pictorial represen. 
tations, graphs and charts may be 
used advantageously, where indi- 
cated, to illustrate procedures. Some 
procedure writers lay great stress on 
these adjuncts, substituting them 
whenever possible for text. The 
writer may be somewhat old-fash- 
ioned, however, in believing that 
there is no satisfactory substitute for 
good English, as expressed in the 
written word. Therefore, he uses 
these devices as useful supplemen- 
tary tools only. 

Now, a word more on the subject 
of distribution. Who is to receive a 
given procedure or manual? Obvi- 
ously, whoever is actually perform. 
ing an operation covered by one or 
more procedures should have them. 
Whether or not an employee should 
receive a manual containing proce. 
dures other than those pertaining to 
his or her job depends upon cir 
cumstances. For instance, an office 
manual may contain procedures cov- 
ering operations performed by ten 
different people; yet, if these func 
tions are related, it might be good 
policy to give each and every one 
of them a complete manual. On the 
other hand, if their work is quite 
dissimilar there would be no point 
in giving them anything except 
procedures designed specifically for 
their work. 

There is one important point to 
be noted here; namely, if you 
policy is to rotate jobs, you should 
give your employees a complete 
manual. This will be of enormous 
help in a program of job inter 
change and the latter is, in the 
writer’s opinion, an essential of good 
administration. 
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Complete Message Center 
in one Teletype Machine 


A complete message center in a compact cabinet, with a 
choice of components to best meet your individual needs—that’s 
the story of the Teletype Model 28 automatic send-receive set. 

It provides facilities for sending and receiving on message 
paper or sprocket-fed business forms. In addition, there is 
a choice of four different tape reader and four different 
tape punch components—for preparing punched tape and for 
sending and receiving with tape. 

The flexibility of the set is further broadened by a built-in 
control unit, the ‘‘stunt box,’’ which may be equipped for a wide 
variety of extra features and switching duties—eliminating the 
need for external apparatus often required for such functions. 

The ASR set is a compact, efficient tool to speed 
communications and cut costly paperwork. Why not investigate 
what it can do for you? 


Send-Receive Page Printer Automatic Send-Receive Set 
FREE LITERATURE: Write for Model 28 


“Complete Product Line” brochure.Teletype Corp., 
Dept. 35D, 4100 Fullerton Ave., Chicago 39, Ill. 


TELETYPE 


CORPORATION 


sussioiary or Western Electric Company we 


See Teletype Corporation’s equipment exhibit at the Western Joint Computer Conference, May 3-5, San Francisco, California. 
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YOU GET THESE 
5 EXTRA 


| BENEFITS 


WITH A QUICK SILVER 
OFFICE COPY MACHINE 


This general-purpose office copy machine will handle all your rcutine copy- 
ing needs — letters, invoices, news clippings, reports — anything — with the 
greatest of ease. And, Quick Silver will also give you all the extra benefits listed 
below. No other office copy machine is so versatile as Quick Silver, a completely 


new photocopy process. 


1. UNLIMITED NUMSER OF QUALITY COPIES FROM 
ONE MASTER. And every copy of the same 
high photographic quality. File the mas- 
ter and make additional copies from it 
whenever you need them. 


2. INEXPENSIVE COPIES. Quick Silver copies 
are only 5 cents each! Only a single sheet 
of paper is used; the throw-away sheet 
has been eliminated. ' 


MAIL COUPON TODAY 


ee. 


PEERLESS PHOTO PRODUCTS, INC. 


SHOREHAM, L. |., NEW YORK 


Gentlemen: 


Silver in my own office. 


Name 


[] Please arrange for a FREE DEMONSTRATION of Quick 


[] I'd like more information about Quick Silver. Please send your FREE folder. 


3. FAST COPIES. Designed for volume, one 
Quick Silver ‘300’ machine with a single 
operator will turn out the same number of 
copies per hour as two transfer machines 
and two operators! Naturally, that means 
more production for less money. 


4. PAPER NEGATIVES FOR OFFSET PLATES. In 25 
seconds and for only 5 cents Quick Silver | 
will make a negative in your own office | 
which would cost you $1.50 if you sent 
it out to be made. 


only that, but Quick Silver can make a 
good copy from a blueprint or a photo- 
stat. It will make a copy of a copy...even 
a heat-transfer copy! And it does it in one 
pass through the machine, with no inter- 


5. WILL COPY HARD-TO-COPY ORIGINALS. Not | 
mediate step. | 
| 


= Mae Sime 


PEERLESS 
a anil 


Company 


Address 


cr-------" 


OM-4 
Ge ee ee en een ee ee ene eee 


Costs cut, too 
(From Page 33) 


arrived at DesPlaines, and regard- 
less of whether it came in via mail, 
teletype or telephone, the data had 
to be typed manually on a multi- 
part order-invoice form. Retyping 
was necessary whenever backorders, 
split shipments, and customer pur- 
chases involving more than one 
product line demanded extra copies 
of the original order form. 

By switching from typewriters to 
Copyflex machines, the company 
has cut both the time and cost of 
its order-copying chores tremen- 
dously. Six typists previously were 
needed for this activity at Des- 
Plaines. Now, only one typist (who 
handles teletype orders), plus a 
Bruning machine operator, are 
utilized. Annual wage costs gen- 
erated by order-copying operations 
are now “several thousand dollars 
less than they used to be” reports 
Mr. Sweeney. 

This reduction in labor overhead 
is particularly noteworthy in view 
of the fact that, since Copyflex 
equipment was installed approxi- 
mately four years ago, order volume 
at the DesPlaines office has_ in- 
creased about 100 per cent. 


The increased order-purchasing 
speed produced by Copyflex equip- 
ment represents still another im- 
portant benefit. The customer gets 
better service, and—since the speed 
of payment is more or less directly 
related to the speed of delivery and 
invoicing—the company ties up less 
capital in accounts receivable. For- 
merly, at least a day elapsed from 
the time the order arrived at Des- 
Plaines until it reached the shipping 
desk. Now, only two hours, at most, 
are required. Often, the order is 
filled and ready for shipment within 
45 minutes after the request arrives 
from the sales store. 

A Model 250 Bruning Copyflex 
machine is employed full time to 
prepare copies of printed translu- 
cent order forms used for each 
customer order. 

A smaller Model 100 reproduces 
shipping and billing copies of sales- 
store orders that originate in Des- 
Plaines. These orders are used io 
replenish store inventories of fast- 
moving band-saw blades. They are 
sent out weekly to replenish the 
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stock in each of the company’s 37 
sales stores. 

\ preprinted order form lists the 
full line of band-saw blades. In 
order to complete the order for a 
store, saw blade sizes are hand writ- 
ten opposite the appropriate blade 
identification. The completed order 
form is copied to provide a sufficient 
number of copies required to proc- 
ess the order. 

The copying technique employed 
by the machine, essentially, is quite 
simple. In the invoicing operation, 
for example, the original data is 
written (in the case of mail orders) 
or typed (in the case of teletype or- 
ders) on the translucent order mas- 
er. Then this form is fed into the 
Copyflex equipment on top of a 
second blank sheet which contains 
a light-sensitive diazo coating. The 
two papers travel past a high-inten- 
sity light source which deactivates 
the diazo coating except in those 
areas shielded by the writing and 
printing on the master. Afterward, 
developer rolls convert these unex- 
posed areas into sharp black repro- 
ductions of the original data which 
can be read easily when the copy 
paper comes out of the machine. 

The same procedure is used in 
manufacturing blank forms except 
that the diazo coated copy paper is 
translucent instead of opaque. The 
copy, when filled in with order data, 
then becomes a reproduction master 
which can be recopied when sent 
through the Bruning machine a sec- 
ond time. 

One big advantage of the system, 
DoAll officials report, is that no spe- 
cial ventilating, heating, or plumb- 
ing connections are required. The 
equipment can be operated any- 
where there is an electrical outlet, 
and the only items that have to be 
replenished are paper and developer. 

“During the four years we’ve been 
using Bruning equipment, it has re- 
duced the time and labor cost of 
preparing order paperwork substan- 
tially, eliminated much of the error 
hazard connected with this task, and 
permitted us to manufacture forms 
that previously had to be purchased 
from outside printers,” comments 
Mr. Sweeney. “These savings al- 
ready are more than enough to repay 
the capital cost of the installation. 
By the time the equipment is ready 
to be replaced, however, they should 


be a good deal higher than they are 
now.” 
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NEW ACME VISIBLE ROTARY 
handles more records, faster, in 
50% LESS SPACE! 


The modern Rotary look in your office 
looks even better in your books. For this 
revolutionary advance in record han- 


dling saves up to 50% in high-cost floor | 


space while it gives quick access to as 
many as 250,000 records. In_ billing, 
order dispatching, inventory control, tab 
card filing and customer service opera- 
tions, it ends expensive waste motion. 
Work rotates to the worker with push- 
button speed! A new “Report” shows 
how Rotaries save time, money, space 
for industry, utilities, transportation. 
SEND COUPON for FREE COPY. 


| 
| 
| 
| 
| 
| 
| 
| 
| 
| 
LL. 


World's largest exclusive makers of visible 
record systems. 

ACME VISIBLE RECORDS, Inc. 

2104 West Allview Drive, Crozet, Virginia 
Please send free rcport on the “Revolution in 


Record Handling” . showing many types and 
sizes of power and manual Rotaries. 
a a 
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BUSINESS FORMS 


By MARY D. LYONS 


IF SHAKESPEARE were alive to- 
day, he might say that all the busi- 
ness world is a stage, and all the 
corporate men and women merely 
players. He might also add that 
the props essential to the playing 
of each scene... are business forms. 

Forms are rather dull things, it 
is true, but who would attempt to 
deny their importance? Certainly 
no one looks forward to receiving 
a form—or filling one out—vet we 
depend upon them from birth to 
death for they supply the very proof 
and span of our existence. 

It is interesting to conjecture a 
business world without business 
forms. It would indeed be a most 
confusing prospect, to say the least. 
If management had to depend upon 


hazy and easily torgotten oral direc- 
tions, or if each instruction to an 
employee, customer, or any other 
party had to be written out in the 
fashion in which a letter is written, 
our business structure would de- 
teriorate into a kind of depressing 
industrial bedlam. 

Management most definitely de- 
pends upon lorms to 
accomplish at least three essential 
goals: (a) It defines and outlines 
the data which are to be communi- 
cated. (b) 
in which the data are to be re- 
corded so that it can be conveniently 
found. (c) It provides copies for 
the receivers involved so that each 
can fulfill his special part of the 
transaction. 


business 


It designates the space 


Forms can be combined with stencils for simultaneous addressing, etc., 
as shown below with Weber Marking Systems’ TAB-ON stencils. 


Forms allow a money-saving and 
feasible way to write instructions in 
any business or business system. The 
combination of form and system 
offers the means by which a firm 
conducts its operations. The form 
is, in fact, the life line of the office 
which makes the system work. It 
directs, answers, and disciplines. 


Form’s function in system 

An example often used to illus- 
trate the actual forms function is 
the purchase of material by a buyer 
from a seller. Fundamentally, there 
are two parties involved, and both 
of them desire certain information 
about the transaction—price, quan- 
tity, description of items, how much 
material is to be shipped, when, and 
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ad infinitum. Other entities in- 
volved (such as the buyer's account- 
ing and receiving departments) 
also express an interest in the pur- 
chase, obviously, since it aftects 
their function too, and they should 
be given certain information if they 
are to work competently. When 
these conditions are met we have 
the basic rudiments of a business 
system. 

‘With the right kind of super- 
vision over the design and con- 
struction of business forms, man- 
agement can to a large extent regu- 
late clerical operations by directing 
and controlling business’ inevitable 
anathema of paperwork. It is im- 
perative that the utmost attention 
be given to the design of each in- 
dividual form since many hours can 
be either gained or lost as a result 
of properly or poorly designed 
forms. 

In a recent government survey, it 
was found that lor every dollar 
spent on forms, $20 was spent in 
ordering, receiving, storing, filing, 
and distribution. It therefore pays 
to derive the most value from your 
forms. The use of properly made 
forms can tremendously reduce and 
confine to a minimum these clerical 
and processing costs. 

Many, many forms today do not 
capitalize on the thousand simple 
techniques of forms design which 
can do away with expensive defici- 
encies. When forms are not well 
constructed, they may subject the 
often near-sighted clerical worker 
to unnecessary eyestrain, or they 
may allow too much space to be 
taken up by printed copy, not leav- 
ing enough space for information 
to be filled in. 

Forms have increased their im- 
portance, too, with the growth of 
automation in the office. As Moore 
Business Forms, Inc. points out, 
some forms are almost a type of 
automation in themselves. 

Before delving into the do’s and 
don’ts of good forms design, it 
might be a good idea to describe the 
most common types of business 
forms. The forms are varied, to be 
sure, but briefly they are: cut forms; 
card record forms; visible record 
forms; machine accounting forms; 
check forms; tag forms; stock forms; 
manifold books (salesbooks); needle 
sorted punched cards; pegboard 
forms; one-time carbon unit sets: 
continuous forms; and envelopes. 
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The many motions involved in handling even simplified forms is illustrated in 
this photo from Stock Forms Co., a division of Moore Business Forms, Inc. 


CUT FORMS may consist ol 
single sheet forms, padded forms, 
or loose forms and carbons. 

Card record forms which have 
been printed to order make up a 
substantial portion of the business 
forms which are employed today. 
Most firms use some kind ol card 
record form. These are offered in a 
multiplicity of grades, weights, and 
colors of card stocks ranging from 
premium 100 per cent rag or cotton 
content grades to the most inex- 
pensive sulphite grades. 

Many ol these forms are produced 
by large and small printers on regu- 
lar letter-press or offset printing 
equipment and cut apart or 
trimmed on guillotine cutters. Some 
printers have made a very lucrative 
thing out of manufacturing card 
record forms. They very often use 
rotary web-fed printing presses, and 
cut the forms apart on rotary cut- 
ting equipment which is considered 
by many to be more specific and 


actually assures greater consistency. 
Visible records 

VISIBLE RECORD FORMS are 
used in visible record binders often 
referred to as unit analysis. The 
employment of this sort of form 
allows a method by which current 
and cumulative figures are available 
at a glance in a straight line. With 
this type of form, only the current 
figures are posted onto the form. It 
is then put into its appropriate 
position in the binder where it will 
indicate comparative and cumula- 
tive figures. 

MACHINE ACCOUNTING 
FORMS are usually printed on 
ledger stocks and card stocks. They 
are utilized in conjunction with all 
types of bookkeeping and machines 
accounting equipment such as that 
manufactured by most of the larger 
companies, such as Burroughs, 
Underwood, National Cash Regis- 
ter, Monroe, Olivetti, etc. Many 
business needs for forms of this type 
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Above represents a one-writing payroll plan by Master-Craft. 


are uniform especially in ledgers 
and journal forms. However, most 
of the forms used differ slightly with 
each business, which fact necessi- 
tates that the forms be made to 
order. Forms of this kind are also 
often used in conjunction with a 
unit set type of construction form. 
For example, a statement form with 
carbons self-contained may have a 
continuation ledger card inserted 
for posting on a bookkeeping ma- 
chine. 

CHECK FORMS involve the use 
of safety paper of which there are 
various types. Safety paper is de- 
signed and manufactured in order 
to prevent alteration of any writing 
which has been applied to it. The 
base paper for this safety substance 
may be a sulphite grade sheet or a 
rag content bond or ledger sheet. 
This base paper is usually made to 
special specifications for such quali- 
ties as absorption and ink penetra- 
tion. There are no legal limitations 
as to form or arrangement of the 
copy which appears on a check, but 
practice indicates that it is desirable 
for the check form to have the fol- 
lowing ingredients: date, company 
name and address, payee, drawee, 
written amount, figure amount, 
account name, check serial number, 
routing symbol, and __ signature. 
Checks may be designed to fit the 
method or system used in preparing 
and handling the checks. They can 
be designed as individual forms or 
may be detachable stubs. The stub 
allows a method of keeping a 
record of information not desired 
on the check itself. Punched card 
checks are used where punched 
card accounting is used, and where 
the quantity of checks used justifies 
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the use of punched card checks. 
Once the information is punched 
into the card check, the card check 
can be sorted mechanically in any 
order to produce mechanically the 
desired records. 


Many types of TAG FORMS are 
business forms in the sense that they 
frequently have blank spaces to be 
filled in as part of a business system. 
The various kinds and designs of 
tags used as part of a business sys- 
tem vary in detail of design as much 
as other types of business forms. The 
printing of most types of tags is 
more of a manufacturing process 
than a cralt printing process. Most 
tag manutacturing equipment, in 


fact, produces the tag and prints on 
the tag in one operation. The type 
of roll-fed equipment is best set up 
to run standard sizes; variation from 
these standards will be materially 
reflected in the cost of the tag. Small 
quantities of tags are usually best 
run on an ordinary job press which 
can print directly on pre-made tags. 


STOCK FORMS may be: general 
purpose forms; columnar sheets; 
accounting forms; ring book sheets; 
visible record forms; machine ac- 
counting forms; graph sheets; and 
bound book records. There are, in 
lact, stock design forms of some 
description available for practically 
every type of business system where 
forms are used. Practically all busi- 
nesses, large or small, have use for 
stock forms to handle specific re- 
quirements. It is often desirable to 
check the availability of stock forms 
to eliminate the necessity of design- 
ing and printing a made-to-order 
form. Stock forms are immediately 
available and may be more reason- 
ably purchased in smaller quantities 
than made-to-order forms. 


Manifold books 


MANIFOLD BOOKS (SALES- 
BOOKS) were originally used only 
for salescheck purposes. They are 


UARCO Model 742 All Purpose Deleaver permits power deleaving of con- 
tinuous tabulating forms which must remain fastened at one side. 


OFFICE MANAGEMENT 


now ul 
busines 
The sai 
of com! 
handwi 
machin 
stores, 

pac king 
in the 
consist 

forms, 

bons o1 
ot cour 
tion pe 
availab 


NEE 
CARD 
ferent : 
card fe 
and m 
dividu 
of hol 
or code 
the ca 
away t 
the he 
to ma 
combi 
desirec 
almost 
classifi 
slotted 
Cards 
sorting 
as ain 
can be 
not be 

Ano 
form 
board 
weigh 
on the 
guide 
alignn 
strip f 
there 
with 1 
terval: 
over 1 

Peg 
to m: 
printe 
depen 
tem. ( 
printe 
entrie 
tions 

In 
peg-st 
or shi 
ner o 
lar cl 
relati 


be raj 


APRIL 


; ° D —— _ 1 OT i OS Se rtiacnndiadere 
ee paeaben ca fae aa es A ES A ms 
socom = t «eS Ses mas Gane ae war as 8 as 4| 
on cae a RRO AS ws we J 1} 
: 2 Soman oe wereee Ces ar, meieieeee | 
; =i —— oa tea ¢ } 4 i oes tee oe ee os eS: iA 
ee tH ! Py SRRRER 
SS St > a en ae moe ee } ttt i | ttt 
a eee dM a ee ars rt a? Ss es neers os oe Od 2 Oe Ot ri 
i a SE 36s ows nes * see oars One Mae Us aft | 
a at i aaa j ti 
4 ae! oe a et ee ti +; 
vy + * ; i A ' saan ; } 
: ‘ mee be PERSE anes |e 
ne a] ff || ee) jae 
SSS i | * Te eS ot 
‘an es Rents Hi on y > ; ; H | i j 
ee ee a ee | 
; ——_— ee | it aE ce Se | Sec Se SE Set SOK NON ON OH ME GN 
————— 
——— © ee 
—— | " 
— ST * i . ‘ 
| a ih 5 
————$—$—$———— 
0 SS SE 1 
: es | | i 
—— % mii 
' - > 
re’ 
| ee £  — <i ae ieee 
+ SS . 
4 a 
j => ; GE rs 
3 av “ * 
i je 4 —S .¢ we 
* . Bs - Yl ‘ 
, Kae % ae 
— ‘ 
‘ 47 fre Mago ea 
4 ' ‘ eee : => 
eo Sa ke 5 a 
; re oe: : * 
‘ a 
eee ; Ie. 
co d 
, “= me bye 
! Sty 5 x 
is : 
~ * 
: Se " 
‘ <—_~ SS 
a = ~S s 
oN 
; SSS 
& a lan Yetta fee. oe ° Sia a ae, se : ie P 2 Me. - a ae oe ; 
a i 5 i oa 4 a ti sath a ae mS f= : aie | li iii iss ee | a . - ae Ta F : Se 
oon , rr) 7 ¥ oo 2 Paes “ ae Te c. ee yg ; aes 
es ag emer, ts 2 a: ne a a : Le oe v x~ . -— ar a in oes 
a a a Pes: 4 mics aad , oa ik: 3 oe <a ae Te pan 2, ros ats es 
Fa , ahs Gee Vise ae ul a ie r i i 
. fi q - 7 . 2 o: ors 4 oa. Bee a a, . ; 
: ; i [ee a a aa <a, = a. a ‘ 
. cre ee TE : tei . .. oa : r =e ¥ 
Per a ee Ae = 5 ie af — ; ce ca a 4 
Fae ee ee ——— a ie : , - 9 7% 2 
Be 7] ee 2a fe’ oan ae ot 4 « g 
7 2 5 tn er, Be | “1 =" as Bh i y 


now utilized for many important 
business operations and _ systems. 
The same advantages and principles 
of combining forms are possible in 
handwritten salesbook torms as in 
machine written forms. Department 
stores, for example, combine the 
packing memo and shipping label 
in their salesbook. All salesbooks 
consist primarily of three items: 
forms, cover or binding, and car- 
bons or carbonized sheets. ‘There is, 
of course, a vast variety of construc- 
tion possibilities and design features 
available in salesbooks. 

NEEDLE SORTED PUNCHED 
CARDS are available in many dit- 
ferent sizes. The design of a punched 
card form involves the designation 
and meaning being assigned to in- 
dividual holes or to a combination 
of holes. A particular classification 
or code is identified or punched into 
the card by clipping or punching 
away that part of the card between 
the hole and the edge of the card 
to make a notch. One notch or a 
combination of notches provides the 
desired classification for sorting. An 
almost ceaseless number of sorting 
classifications and codes can be 
slotted along four edges of the card. 
Cards are only coded and slotted for 
sorting. Variable information such 
as amounts, dates, withdrawals, etc., 
can be entered on the card but need 
not be punched into the card. 

Another common type of business 
form is the pegboard type. A peg- 
board is usually a smooth, light- 
weight board with a metal groove 
on the left-hand side in which a line 
guide moves to insure horizontal 
alignment of the figures on the peg- 
strip forms. As part of the pegboard 
there is a removable metal peg-strip 
with round pegs spaced at even in- 
tervals. A slotted metal tube fits 
over the metal peg strip. 

Peg-strip forms are paper punched 
to match the metal peg-strip and 
printed with one or more columns 
depending upon the business sys- 
tem. Groupings or classifications are 
printed in vertical order and all 
entries relating to these ciassifica- 
tions appear in the same order. 

In order to summarize items on 
peg-strip forms, the forms are spread 
or shingled in an overlapping man- 
ner on the pegboard so that simi- 
lar classifications line up in direct 
relation to each other. Figures can 
be rapidly accumulated according to 
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Continuous Form Guillotine Cutter and Stapler by Autographic Business 
Forms re-assembles previously decollated multiple part sets. 
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“Sten-C-Labls” by company of same name are attached to continuous 
forms in tabulating machines by means of tab-on edges. 


Short form cut-off machine by Moore Business Forms automatically 
separates continuous forms; it also labels short-depth forms. 
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“Snapset” Automatic Feeder by American Business Systems automatically feeds 
single-set, one-time carbon forms directly into machines. 


classifications. Posting of figures is 
eliminated because the figures taken 
from the originating point are used 
throughout the entire accounting 
procedure. 

One-time carbon unit sets are 
multiple-part forms interleaved with 
one-time carbon paper with a car- 
bon extraction feature. The carbon 
is attached to a_ perforated stub; 
carbon and stub are separated 
quickly and conveniently from the 
form with a snap operation. A com- 
plete set of forms has any number 
of copies and carbons held together 
in a single unit by the pasted stub. 
The one-time carbons are removed 
by a snap of the stub and the car- 
bons need not be handled. This 
type of form is manufactured under 
various manutacturers’ brand or 
trade names. This type of form al- 
lows a great deal of flexibility which 
permits a_ practically unlimited 
number of special features to be in- 
corporated into the form. For in- 
stance, it may contain from 2 to 20 
parts in any practical size. And it 
may possess such features as varying 
lengths and widths of parts and car- 
bons, various colors and weights of 
papers, interior perforations, cut- 


out carbons, spot carbons, and block- 
out patterns. Practically any paper 
stock may be used with these versa- 
tile forms, and they may be hand- 
written or machine written — they 
may be imprinted on addressing ma- 
chines and also on some types of 
duplicating equipment. 


Fusing of forms parts with 
pasted, continuous Therm-O- 
Seal assures trouble - free 
operations when forms are 
used in tabulating and other 
office machines. This tech- 
nique replaces paste, staples, 
crimps, etc. Tab cards are 
wrapped in Polyethylene to 
keep them free from oil and 
grease until ready for use. 
Photo by courtesy of Balti- 
more Business Forms. 


CONTINUOUS FORMS are sin- 
gle or multi-part sets of forms which 
are manufactured and printed in 
strips from rolls of paper on special 
rotary presses by specialized forms 
printers. Automatic feed provides a 
continuous flow of work, and time 
analyses have proved that continu- 
ous forms can be written more rap- 
idly than any other type of business 
forms. The fanfold continuous form 
is probably the best known type of 
continuous multiple-part form and 
the most economical multiple-part 
form to manufacture. Fanfold forms 
are printed on a wide roll of paper 
and are folded at perforated edges. 
Continuous forms completely do 
away with make-ready time with 
the exception of the initial loading 
times; all individual inserting of 
forms and the interleaving of car- 
bon is completely unnecessary. 


Envelopes as business forms 

ENVELOPES have long been 
categorized as business forms in the 
sense that they help systematize a 
business system, and are, in fact, an 
actual part of the business flow. 
Indeed, the use of the proper en- 
velope for each different “envelop- 
ing” function can save management 
an almost incredible amount. of 
time and money. 

As stated before, the design ol a 
form is crucial to its effectiveness. 

Forms should be designed and 
constructed for the specific job they 
are to accomplish. In order to ob- 
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NCR PAPER SAVES MONEY. 


The price of NCR Paper is sometimes higher 
than forms with carbons, but the time saved 


and other advantages far exceed any in- 
crease in price. 
NCR PAPER SPEEDS HANDLING. 


Repeated testing proves the average clerical 


worker can do 30% more work per day if 
he works with forms on NCR Paper! NCR 
Paper eliminates the need for carbon paper 


handling and disposal. 


NCR PAPER WON'T SMEAR. 
Regardless of the number of times a copy 
may be handled, the print will not smear or 


smudge. Because it eliminates carbon paper, 
NCR Paper will not soil hands or clothing. 


H NCR PAPER PREVENTS ALTERATIONS. 
6 NCR Paper can be erased—but not without 


detection. This built-in protection makes it 
one of the safest papers available for busi- 


For cleaner, clearer, easier-to-handle ness forms. 
forms use NCR PAPER NCR PAPER IS EASY TO USE. 


It produces up to 5 copies merely from the 
pressure of a ball point pen or pencil, and 
8 or more copies with o business machine 
or typewriter. 
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NCR Paper is ideal for all types of business forms! Call your local 
printer or forms supplier today, and he'll be glad to provide you with N CR PAPER 


free samples. 


ANoTHeR PRODUCT OF ELIMINATES - 


THE NATIONAL CASH REGISTER COMPANY, Dayton 9, ono CARBON PAPER 


1039 OFFICES IN 121 COUNTRIES * 76 YEARS OF HELPING BUSINESS SAVE MONEY 


APRIL 1960 


Use Readers’ Inquiry Coupon on Page 88 


= > 
*4 
+ 
1 mc Be. ac. 4 ji : 
, - gt 
wnt a 
) Se ise a 
i Pr a a P 
ne carbon/required = 4 
| 42) ee a > 
a" oe fs ; e 
7 oa ib m2 | 
; a TeA0t wane FE 4 ' 
es.” = MG us at ow * 7 a 
a (ae Be a, 
, : ee 
ee 4 z im S&S 
2 4 ; a 
4 ae, A 
| ‘ iy ae 
P rape 
ae i 
i ie 
* > 
‘ye rc 
a : 
i i ae 
oe . 
eh 
oo 
oe 
ae 5 
.. Sw 
ee 
4 ; 
ic 2 
Bs 
ewes? ; a 
nla co. (a 
cuLLeN ogee = 
CARR- as wou ens ie . 
w eo q 
pee oo onsen 0 ‘ 
— 0! encs® 
a4 ee gee TERIOR, wooe: ini iy tae am ton ssc esnaccgsose a . . . — —— ee at 
: * 3 “nism ome enrol x a. jae Ce u ee ae ie & 
es ee : oe —— i : e i a = 
: bee te r - 
ee ' . 2 i z 
: .. = 2 = 1 
. nee 60 ee S . a 
: IN s — : : 
vo anil ms re 
— _-¥ - a 
ee s qance SS a 
wt Bi 2 
ee : FROM ee 3 a Bills 
ek " SPO Ee a ; 
~ 4 SOE 0 0, Mic T sr, = ae ao : 
: ; \NC- a EEE Pees og HGan BEA OCK oe s 
ts : TRIE?" ar = gn aie ek ae *On Orme CO ee ea 
A Ss PO! a0" Ba ase” Mowe ose 5 wi MP, oo ; 
Pe nov on atl ws © oe Sie Seat oe a <9inaw, apt Cons ANy 4 
Pe ore ans \ commis awe TE to ates He sa NBO i ar 
see Rega s * oF 555, Oger Nee —., a ; 
A we cv gous ot eros. Stat gS wes. | 7 : * gege 
be on , SET ite ea) 
eS — Id 0 Wie! 2. tars sector, : 
a. a const toe _ (Moms —— ee OT tm : aA 
= ; * Ont tay ve PS te ne Be 
oo . <a \ ts Distr ‘ier : 
o on “10° for ny : | 
Aw pen ge ' i A CHG an, PT C ‘ 
o. a = , s Broce liver, uy 
ee Ags — a \ Cas “sen “ed trom COMPany me | 
. = \ = ¢ ~ nt Seo ¢ be 
fe Ps \ Co a Ree mens Numneon. Ome or we ~ : ead Re a 
: 4 \ \ Ot —_Mete oy, memes Ny 1 si ‘ 
et \ \ — on :" << a = 
& eS \ tis ee Veble te Mic rg ie peed ; E 
ee oe \ \ "Gan og _ - 
is os) \ \ we BEAN Co a 7 
4 e ’ \ \ Rinna se . : a 
et ie ty 
me ) | co "ie 
oe “hoe / ee te eh . a 
ae 
i a) aa 
rs 
: ri 
; i: 
Pe 
ae F, 
ee i 
" it 
s p 
ANOTHER PRODUCT rs F 
‘ Bay 
ee Res 
a - a 
Be 
\ al 
oo ae 
en — va = - s 7 ite ! “Sets ae. Ce gipee ; Oe ey fs fe _. a : a. = 
oe ried a. -_ a ei ie ew aan dl a off re : 
; ; 3 # a oe : , | a 
a ee e a iy, 3 ‘a a he Ha a 7% ap oat P ! CARER 69 0 R's. = 
: ‘oa -) Ae & as _ i oe will ‘a -- _— Ga 2 i 2 ‘_ 


TOOLS FOF THE OFFICE) 


tain the best results, it is essential 
to plan with the utmost wisdom, 
both the form's design and con- 
struction, 

One factor often not realized is 
the fact that a business form may 
reflect the company which it repre- 
sents in either a good or bad 
light. The invoice, purchase order, 
voucher check, or even a bill of 
lading may provide free advertis- 
ing over and above serving its 
function as a form per se. It is 
the opinion of many forms manu- 
facturers that management has yet 
to take full advantage of the serv- 
ices of qualified forms manufac- 
turers with regard to the proper 
designing of forms. Manufacturers 
state too that management far too 
often purchases forms on the basis 
of price alone without considering 
the cost of the operation which the 
forms perform. 

Mountains of needless _paper- 
work in American business may 
have constituted a_ billion-dollar 


Bring Autgmati 


These machines are 
| accurately. S 
| in width and 
| 75 per cent sav 


to 12 inc 


4 


waste. Combining several forms 
into one-unit sets for writing in 
one operation is an example of 
how to eliminate waste. Being sure 
that forms are the right size, that 
they are designed so that the ele- 
ments of the form are in proper 
and logical sequence can save 
wasted man-hours. Studying the 
systems with which forms are used, 
and streamlining them can save 
both paper and time. 


Rise in sales noted 


According to Lester J. Johnsen, 
newly named president of the 
Business Forms Institute, at its an- 
iiual session at the Waldorf-Astoria 
Hotel in New York, there was a 
gain of 14 per cent in dollar vol- 
ume of sales of business forms in 
1959 over 1958. 

Mr. Johnsen, who is head of the 
national trade association for the 
manifold business forms industry, 
said that a $400,000,000 sales total 
for the past year was assured by 
the industry which hit a $350,000,- 
000 total in both 1957 and 1958. 
Steady growth has been shown by 


Universal KEYTRO! IC Sorting Machines 


Volume Sorting 


n built to sort original forms instantly and 
models dagilable to handle forms from 234 to 1112 inches 
“in length. Present users report as much as 
‘aFeost and time over manual methods. 


i formation |concerning your requirements—methods 
tt., Universal will gladly evaluate your requirements 


and make recommenda- 
tions accordingly. 


Economy Plus Quality 
Speed 
Versatility 
Simplicity of Operation 

P.O. Box 5183 


Columbia, South Carolina 
Telephone: SUnset 7-4000 
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the industry which had sales to. 
tals of 308 miMion in 1956; 276 
million in 1955, and 232 million 
in 1954. 

News from Baltimore Business 
Forms Company states that Tripli- 
cate Reply Message torms speed 
correspondence and help reduce 
costs ol letter writing, now eésti- 
mated at $1.83 for each letter dic. 
tated, transcribed, and mailed. 
Used for inter-ofice correspond. 
ence, the original message is typed 
on the upper part of the form. The 
duplicate leaf is removed from the 
set and held by the writer for 
follow-up; original and triplicate 
are mailed. The addressee types or 
writes his answer on the reply por- 
tion at the bottom, and returns 
Leaf Three to the originator. Leaf 
One (which contains the complete 
iransaction) is kept for filing pur- 
poses. This system encourages let- 
ters to be of a short telegraphic 
style, and encourages prompt re- 
plies. 


Form instructions 


There are two types of instruc- 
tions that may appear on a form: 
(1) those that instruct how the 
form is to be filled out, and (2) 
those for routing the form or its 
parts after it has been filled out. It 
is always a good idea to place the 
instructions for filling out at the 
top of the form where they will be 
noticed before the form is filled 
out. Instructions for routing the 
lorm or its parts can be placed at 
the top or bottom of the form de- 
pending on its design. Frequently 
colored inks or italic type are used 
lor printing instructions to avoid 
confusion with the text of the form 
proper. 


Entry sequence key to form 


Sequence of entry provides the 
best single measure of an efficient 
form. All the information which is 
to be filled in on the form should 
be analyzed to determine the most 
efficient writing continuity. Arrange- 
ment of entries should be orderly 
and practical. Related items should 
be grouped for ease and speed in 
making entries. Items should be laid 
out to make entry and reference as 
fast and accurate as possible. 1 he 
logical sequence and grouping of 
related items speeds up entries and 
simplifies reference. And, in order 
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————— Perfect for hand application, new Diamond Mail Aide 


labels are designed especially for low-cost automatic 


ESS application by Eureka’s Mail Aid Applicator. 
Se These labels contain all the important features that 
SSS have made the Mail Aid line the finest available. 
With the added feature of diamond perforations, you 


can change from manual to automatic application at 
your convenience. 


The Mail Aid Applicator is capable of addressing 
mailing matter of a wide variety of stock ranging 
from post card thickness to “4” and up to 12” in 
width. Up to 13,000 pieces can be labeled in an hour. 
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Your stationer soon will have regular numbers of Dupli-Stickers@, Dupli-Snape, and Dupli-Quike ; 
labels with diamond perforations. Remember — even if you plan to continue manual application k 


: 
k 
“a 
4 
— Diamond Mail! Aid labels are your best buy. : 


U'gt EUREKA SPECIALTY PRINTING CO. ri ° : 
evasus SPEC CO. 530 Electric Street * Scranton 9, Pa 


DUPLI-STICKERS, DUPLI-QUIK, DUPLI-S'\AP ARE REGISTERED TRADEMARKS MAIL AID 0 CBB ARE REGISTERED TRADEMARKS IN U.S. PAT. OFF 
“U.S. PAT. OFF. AND IN CANADA ail 
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to achieve the ideal typing sequence, 
forms should be arranged so that 
the eye follows the natural left-to- 
right reading movement without 
jumping around to find all essential 
information. This is especially true 
of an application, or question-and- 
answer type of form. Two common 
practices employed to obtain a hori- 
zontal sequence of entry are the 
straight line principle and the box 
principle. Proper use of these prin- 
ciples not only improves the physi- 
cal appearance of the form but, 
more important, makes the form 
easier to understand, easier to fill 
in, or answer, and faster to process. 

1. Straight-line principle utilizes 
staight-rule lines as a visual and 
writing guide and sets off each re- 
quired entry. 

2. Box principle utilizes both 
horizontal and vertical ruled lines 
to assure that written entries are 
confined to each enclosed area or 
section formed by the ruled lines. 

If the data are adapted from a 
previously written form, or are later 


transferred to another torm, it is 
important that the sequence of items 
on the two forms be the same. It 
is seldom that justification can be 
found for not following this rule. In 
many instances, information which 
is placed on a form is copied trom 
another form. If the typist does not 
have continuity of reference be- 
tween forms, speed and accuracy are 
weakened. This would be apparent 
in the case of a purchase order 
which is normally copied trom a 
purchase requisition. The items on 
the purchase requisition and on the 
purchase order should be, relatively, 
in the same sequence to reduce or 
minimize waste motion caused by 
searching. 

If it is unnecessary or confusing 
to have certain data appear on 
certain individual copies in a set, 
the use of a printed blockout pat- 
tern is a simple technique that will 
accomplish this result. Blockout 
areas obliterate the data written in 
this area by making it illegible. 

Suppressives are much like block- 
outs, but differ in that suppressives 
do not completely block out infor- 
mation. Suppressives thus separate 


tee SE ale... 


Gates Acoustinet has developed a new acoustical 
device using molded fiber glass weighing only 28 
Ibs. This newly styled portable acoustinet out- 


.. 


—- TeLEVYPES 50% 


IDEA 


Cee ay 


modes any other acoustical technique previously 


used with teletype. machines. No installation is | 


required. The Gates Acoustinet simply rests on 
the teletype stand and is held in place by natural 
tension created by the unique application of the 
fiber glass. 

Piercing sound waves which heretofore could not 
be controlled are now deflected back into the 


ACOUSTINET inc-g—g-4-cechine by 0 clear-view vision shield which also | 


permits complete access to keyboard and punch. 
Now teletype machines can operate continuously 
without ever disturbing office personnel. 
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“action” iniormation from infor. 
mation intended solely for the re- 
cipient’s general knowledge. 

Window envelopes should be used 
wherever possible. Forms going 
through the mail should be caretully 
examined to determine whether or 
not a window envelope can be used. 
If a window envelope is used, fold 
marks should be designated on the 
form so that the operator will know 
how to fold it to fit perfectly into 
the envelope. Window envelopes 
otter a number of advantages, but 
two are particularly important: 

(1) They eliminate addressing 
the envelope since the name and 
address appearing on the enclosure 
are seen through the window. While 
window envelopes cost approxi- 
mately 20 per cent more than regu- 
lar envelopes, the cost of typing 
addresses on envelopes is consider. 
ably more than the difference. 

(2) They eliminate the possibil- 
ity of getting the enclosure in the 
wrong envelope. If window enve- 
lopes are used, the name and address 
on the form must appear precisely 
in the correct position. Fold marks 
as well as address-locating marks 
can be printed on the form il the 
folding and address position cannot 
be easily located. 

The following is a list of the prin- 
cipal manufacturers of — business 
forms. 

Accountants Publishing Co., Div. of 
Japs-Olson Co., 417 S. 7th St. 
Minneapolis 15, Minn. 

Accounting Supplies & Systems, Inc., 
110 West Jefferson St., Falls 
Church, Va. 

Acme Visible Records, Inc., Crozet, 
Va. 

Active Salesbook Co., 215 Park Ave. 
South, New York 3. 

Adams Brothers, Topeka, Kansas. 
Advanco Products, Inc., 76-05 51st 
Avenue., Elmhurst 73, N. Y. 
Agrippa Products, Inc., Box 101, 

Port Huron, Mich. 

Allan Press, Box 502, Great Neck, 
N.. 2. 

All-States Business Products Corp., 
Hicksville, N. Y.. 

American Business Forms, Nevada, 
Mo. 

American Business Systems, 2929 B. 
St., Philadelphia, Pa. 

American Lithofold Corp., 53 W. 
Jackson Blvd., Suite 1620, Mona- 
donock Block, Chicago. 
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American Register Co., 564 East 
First St., 8. Boston 27, Mass. 

American Tag Co., 151 Cortlandt 
St., Belleville 9, N. J. 

Apex Business Systems, 540 Pearl 
St., New York 7. 

Arco Manifolding Co., Inc., 21 Rose 
St., New York 7. 

Assoc. Stationers Supply Co., 229- 
231 S. Jefferson St., Chicago. 
Atlantic Register Co., 144 Moody 

St., Waltham 54, Mass. 

Atlas Sales Book Co., 19 W. 44th 
St., New York 18. 

Autographic Business Forms, Inc., 
45 E. Wesley St., South Hacken- 
sack, N. J. 

Automation Management, Inc., 
Westboro, Mass. 

Ayres Corp., Box 1081, Wilmington 
Calif. 

Baltimore Business Forms Co., 3120 
Frederick Ave., Baltimore 29, Md. 

Bedinghaus Business Forms Co., 333 
W. Court St., Cincinnati 2, Ohio. 

The Blackbourn Systems, Inc., 230 
§. Cedar Lake Road, Minneapolis 
5, Minn. 

Bonnar-Vawter, Inc., 1717 E. 30th 
St., Cleveland, Ohio. 

Boorum & Pease Co., 84 Hudson 
Ave., Brooklyn, N. Y. 

Business Efficiency Aids, 8114 N. 
Lawndale, Skokie, Ill. 

Business Forms, Inc., 214 W. Knox 
St., Ennis, Texas. 

The Carbonized Paper Co., Div. of 
Nebraska Sales Book Co., Box 
631, Lincoln 1, Neb. 

Carpenter Paper Co., 2402 Douglas 
St., Omaha 2, Neb. 

Carteret Printing Co., 480 Canal 
St., New York. 

Chicago Maniford Products Co., 
6455 Avondale, Chicago 31. 

Clarkson Press Inc., 189 Van Rens- 
selner St., Buffalo 10, N. Y. 

Colonial Co., 5723 18th Ave., 
Brooklyn 4, N. Y. 

Columbia Ribbon and Carbon Mfg. 
Co., Glen Cove, N. Y. 

Commonwealth Publishing Co., 542 
S. Dearborn St., Chicago 5. 

Consolidated Business Systems, Inc., 
30 Vesey St., New York 7. 

Continuous Forms, Inc., 4490 Cass 
Ave., Detroit, Mich. 

Cullom and Ghertner, 600 2ist 
Ave., N. Nashville, Tenn. 

Daco Card & Index Co., 301 Con- 
gress St., Boston, Mass. 

Dashew Business Machines Inc., 
Culver City, Calif. (To page 84) 
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THE ADDING MACHINE 
THAT CATCHES ERRORS 
BEFORE THEYRE MADE! 


«ENTER FIGURES, 
SEE THEM HERE. — 


IF YOU'VE ERRED, — 
_ YOU CAN “CLEAR” 


AND CORRECT 
IMMEDIATELY! _ 


Friden’s ACY actually catches errors before they’re made. The ‘| 
exclusive Visual Check window shows a full registration of 
figures entered while there is still time for their correction. 


Further, the ACY has Friden’s exclusive Natural Way key- 
board, which is designed to fit the user’s hand perfectly. Other 
features are the extra-wide platen for roll paper and wide forms; 
automatic red-printing of negative values; all live control keys; 
special features for rapid multiplication. 


Try the “next step” in adding machines today. Call your Friden 
man or write to Friden, Inc., San Leandro, California | 


THIS IS PRACTIMATION: Automation so hand-in-hand 


with practicality there can be no other word for it. 


© 1960 eeiven, inc. 


Kriden =» 


FRIDEN, INC., SALES, INSTRUCTION, SERVICE THROUGHOUT U.S. AND WORLD. 
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Clutter-Proof 


Secretaries 


are happier 


and more helpful 


SHAW-WALKER 


70 


Tue “Clutter-Proof Secretary’? handles more 
correspondence, more appointments, more projects 
yet stays more relaxed and cheerful day-long! 

The secret: —Shaw-Walker’s new Clutter- 
Proot Desk with twice the usable drawer space. 

Energy-saving drawer conveniences, specifically 
designed for secretarial accomplishment, organize 
everything right at her finger tips . . . Even the 
letter trays and wastebasket are in the drawers! 

These Clutter-Proof Desks quickly repay their 
cost by saving floor space and saving time. Their 
beauty and modern color-styling brighten your 
office and boost morale. 

See Clutter-Proof Secretarial Desks in 7 styles 
at one of 17 Shaw-Walker branches or 485 dealers. 
Or write for our 1960 Office Guide — 248 pages of 
modern office equipment and its efficient use. 


Largest Exclusive Makers of Office Equipment 
Muskegon 16, Mich. Representatives Everywhere 
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LIGHTING IS PEER OF COLOR 
IN MODERN OFFICE DESIGN 


By JOHN M. SINE 


A SILENT REVOLUTION has 
taken place in the standards of 
illumination, but the echoes are 
destined to “resound” through both 
the technical thoroughfares and 
aesthetic canyons of office design 
for some time to come. The very 
principles on which modern busi- 
ness offices have (or have not) been 
illuminated are figuratively and 
literally taking on new form. 

One designer of office interiors, 
an inventor of geometric pleasan- 
tries, demanded the exile of rec- 
tangular lighting fixtures, suspend- 
ed or dangling, from the soil of 
his imagination. “Fix that light in 
the hollow of a curve!”, this genius 
insisted rather poetically and a new 
concept in office lighting was born 
In such a manner, albeit less hypo- 
thetical, the ceiling of an office and 
the lighting fixtures become a focal 
point—an essential component—in 
the interior design of a modern 
business office. Practitioners of this 
concept of the office as a “total de- 
sign” have been all too few, and 
the lighting of offices has been in- 
ferior throughout the land. 

The contributions of lighting to 
the office environment—to make it 
pleasant and productive—can be far 
more subtle than air conditioning, 
a 36-foot Japanese mural, or wall- 
to-wall carpeting. Because of its 
subtlety, the lighting of offices, and 
especially general working areas, 
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The full potential of office decoration is dependent upon illumination. 
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The general office and its extensive open area is given structural dignity with the 
Sylvan-Aire luminous ceiling by Sylvania; 3- by 8-foot Sono-Wedge panels are modular. 


Luminous ceiling installation by Westinghouse provides uniform “mination on vital table top area. 
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Display people know importance of good lighting 


has all too often been overlooked, 
has been an unimaginative episode 
based on the technicalities of a few 
meter readings (a less subtle reason 
is management's notion that proper 
lighting is a costly item). The 
needle on a meter is something we 
can all identify; it is a simple and 
seemingly conclusive method ol 
afhrming an inadequate lighting in- 
stallation. When office illumination 
is defined strictly in footcandles, the 
concept of an office environment 
which will enhance employee mor- 
ale and production is negated. 
The importance of good lighting 
is well known by those whose job 
it is to display a product for sale. 
Case histories by the score tell of 
increased sales figures achieved 


The structure and design of a luminous ceiling can enhance and stimulate the office as a working environment, 


when illuminating or color experts 
suggested changes in the display 
lighting of a product. A color engi- 
neer recently wrote: “In practice, 
no matter how much light your 
lighting installation pumps out, its 
efficiency is going to depend on 
color.” This same theory might be 
reworded to say, “no matter how 
well you plan the color scheme ol 
the office, its effectiveness is going 
to depend on lighting.” Illumina- 
tion and color are interdependent 
and inseparable qualities in modern 
ofice design. 

The revolution in quality ol 
illumination needed in offices was 
instigated by Dr. Richard H. Black- 
well, University of Michigan, when 
he submitted recommendations for 
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Diffused lighting eliminates harsh 
contrasts—reduces eye fatigue. 


Most office buildings are not up to lighting par 


office lighting that, in some cases, 
doubled the standards previously 
considered adequate. The recom- 
mendations were adopted by the 
Hluminating Engineering Society 
(See: “Lighting Is More Than Just 
‘Brightness’,” OFFICE MANAGE- 
MENT, Feb. 1960) and have now 
become the accepted standard. As 
yet there is not one oflice building 
in the United States illuminated 
according to the new standards, 
although several are in the con- 
struction and planning stages. 
While implications of the Black- 
well report are being explored by 
interior decorators and designers, 
additional research seems certain to 
uncover new principles of illumina- 


Reception area of the Edison Electrical Institute. Fixtures by Lightolier, Inc. 


tion affecting the office and_ its 
employees. 

During the 3rd Research Sym- 
posium conducted by the Illumi- 
nating Engineering Research In- 
stitute recently in Washington, no 
less than eight speakers reported 
significant progress on various pro- 
jects bent upon uncovering more 
facts on lighting, color, and vision. 

As a result of this mass re-evalua 
tion of office illumination the prin- 
ciples of interior design previously 
used will assume a new character. 
The change will not be drastic per- 
haps, but a definite forward step- 
one of the many steps—that are 
taken to make the office a better 
working environment. (To pg. 76) 
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Modern office design depends heavily on lighting techniques to produce the right degree of airy spaciousness. 
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Increase office efficiency with 


And this 24-page, color- 
ful portfolio can show you 
how to do just that. Illus- 
trates all the basic modular 


units of office furniture. 


Then, these basic units 
are illustrated in combina- 
tions of work areas of 


unbelievable efficiency. 


The number of combinations are unlimited, just 
as office space problems seem to be unlimited—but 
for each of your space problems, there’s a Peerless 
combination that will result in total efficiency. Ask 


for your copy of Portfolio No. 144. 


Baad y 


“STEEL EQUIPMENT CO. | 


6600 Hasbrook Ave., Philadelphia 11, Po. 


NEW YORK CHICAGO HOUSTON LOS ANGELES 


Use Readers’ Inquiry Coupon on Page 38 


The manufacturers of 
lighting equipment 


(From Page 74) 


Following is a list of major man- 
utacturers of various types ol over- 
head lighting equipment. 

The code symbols used in the list 
are as follows: 

F—Fluorescent fixtures. 

I—Incandescent fixtures. 

L—Luminous ceilings. 

Benjamin Electric Mig. Co., Sub- 
sidiary of ‘Thomas Industries; 
Inc., DesPlaines, Ill. (F;1;L) 

Corning Glass Works, Corning, 
N. Y. (F;1) 

Daybrite Lighting, Inc., 6200 N. 
Broadway, St. Louis 15, Mo. (F;1) 

The Electron Corp., P.O. Box 208, 
Littleton, Colo. (F) 

General Electric Co., Nela Park, 
Cleveland 12. (F) 

Edwin F. Guth Co., 2615 Washing- 
ton Blvd., St. Louis 3, Mo. (F; 
I;L) 

Holophane Co., Inc., 342 Madison 
Ave., New York 17. (F;1;L) 

Lightolier, Inc., Jersey City 5, N. J. 
F;1;L) 

Luminous Ceilings, Inc., 2500 W. 
North Ave., Chicago 47. (L) 
The Miller Co., 99 Center St., Meri- 

den, Conn. (F) 

Owens - Corning Fiberglass Corp., 
‘Toledo 1, Ohio. (F) 

Pyle-National Co., 1334 N. Kostner 
Ave., Chicago 51. (MI-fixture 
which combines lighting and air 
diffusion) 

Pittsburgh Reflector Co., Oliver 
Bldg., Pittsburgh 22. (F;1;L) 
Silvray Lighting, Inc., 100 W. Main 
St., Bound Brook, N. J. (F;1;L) 
Solar Light Manulacturing Co., 400 
N. Ashland Ave., Chicago 22. 

(F;1) 

Swing-O-Lite, 13 Moonachie Dd., 
Hackensack, N. J. (F;1) 

Sylvania Electric Products, Inc., Fix- 
ture Division, Wheeling, W. Va. 
(F;L) 

Unistrut Products Co., 933 W. 
Washington Blvd., Chicago 7. (L) 

The Wakefield Co., 731 S. Water 
St., Vermilion, Ohio. (F;1;L) 

Westinghouse Electric Corp., Light- 
ing Division, 1216 W. 58th St. 
Cleveland, Ohio. (F) 

M. G. Wheeler Co., Inc., Green- 
which, Conn. (MI-Sight-Light 
line of lighting fixtures.) 
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BOOKS 


OFFICE BUILDING AND OF- 
FICE LAYOUT PLANNING, by 
Kenneth H. Ripnen. McGraw-Hill 
Book Co., Inc., 330 W. 42nd St., 
New York 36. $10.00. 

Lurking in the dust closet : 
every planning job, waiting 
spring at a moment’s notice, is Pe 
communications gremlin: a spritely 
demon who blocks the path of 
understanding between architect 
and occupant. The primary purpose 
of this book, according to the au- 
thor’s preface, “‘is to interpret to the 
users of office space—the corporate 
executive, the office organizer, and 
the office manager—the services they 
may legitimately expect of their 
architects, whether they are plan- 
ning a new building, a revision of 
existing space in an older building 
or one under construction.” Toward 
this end the often obscure realities 
of lighting, plumbing, electrical and 
air conditioning facilities, are trans- 
lated and transformed into an un- 
derstandable structure, basic to the 
requirements for space demanded 
by the modern office. Efficiency, 
flexibility and control are promi- 
nent factors in the author’s presen- 
tation of the paths to successful 
office space administration. 

After laying a basis for the proper 
planning of an office in a chapter 
igen “The Human Element— 
Key All Office Planning,” Mr. 
-vtllind follows with the more 
subtle implications in chapters such 
s “Checking the Site,” “Estimates, 
Contracts, Schedules, and Construc- 
tion,” and “Working Drawings and 
Specifications.” Page after page of 
the book is a lucid account of the 
facts essential to understanding the 
basic aspects of planning the modern 
office as well as the modern office 
building. Drawings, and _photo- 
graphs illustrate the prominent 
ideas throughout the text, with an 
appendix devoted to floor plans and 
photographs of the most modern, 
well-planned office buildings. 

One of the twenty chapters in the 
book, entitled, ‘““The Office Move,” 
explains the “Right” and “Wrong” 
way to move desks, liquids, files, 
typewriters, glass tops, etc. Mr. Rip- 
nen says of this often catastrophic 
event, “The difference between the 
successful move and the poor one 
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Non-Marking Caster 
Keeps Floors Much Cleaner! 


This Bassick caster wheel won’t mark or stain floors. Ideal for use 
on linoleum, asphalt tile, composition, hardwood and cement floors. 
Heavy traffic areas stay noticeably cleaner and better looking. 

Bassick non-marking casters roll gently, swivel easily and stay 
quiet—they provide the long wear Bassick is famous for. 

You get quick relief from marked up floors. This results in lower 
floor maintenance costs. Next time you have a replacement on any 
furniture or equipment, ask your supplier about Bassick non- 
marking casters. Designed for all types of office equipment. °.8 


THE [Symbol of] 
BASSICK COMPANY Su | 


pap _— )Excellence| __ & BIVISION OF 


BELLEVILLE, ONT. STEWART-WARNER CORPORATION 
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lies in the way the preliminary plan- 
ning and scheduling of the move 
are carried out. If a move is prop- 
erly planned and organized, it is 
perfectly possible to move an oflice 
of 500 people, with all its machines 
and furniture, between the close of 
business on Friday and the begin- 
ning of the working day on Monday. 
Moreover, it can be done comfort- 
ably.” The methods of accomplish- 
ing this task, as well as other factors 
important to the creation of a 


Bendix Aviation Corp. 
renamed by stockholders 


Stockholders of the Bendix Avia- 
tion Corp. recently announced a 
change in the firm’s name to “The 
Bendix Corporation.” The new cor- 
porate title will become effective 
June 1, to allow adequate prepara- 
tion for the change, officials said. 

Reasons for the change were 
summed up by Malcolm P. Fergu- 
son, president of Bendix: “The cor- 


productive office, are clearly brought 
forth by the author. 


poration is engaged in the manufac- 
ture and sale of not only aviation 


— 
BOOKCASES 


LOW-COST 
SMART * STURDY « VERSATILE 


Sas 2. ERE Rae a 


MASO new 
bookcases, with 
decorative de- 


sign and beauti- 
ful finish, have a 
wide variety of 
uses. Attractive 
as corner or wall 
bookcases — in- 
dividually or 
grouped; island 
dividers, coun- 
ters. Provide 
working, shelf or 
counter area; of- 
fice or stock- 
room storage. 


Choice of finish to blend with modern office or store furnish- 
ings: Desert Tan, Mist Green, or Gray. Adjustable shelves. 
Open, or choice of two types of sliding doors— 
steel or glass. Finish is baked-on-enamel. All 
models in 12” or 18” depths. Readily convert to 
door or basic unit style. 


INTERSTATE METAL PRODUCTS CO., INC. 


(Office Equipment Division) 
666 LAKE SHORE DRIVE, CHICAGO 11, ILL. 


Please send your FREE CATALOG giving complete information on new 
MASO bookcases and supply units. 


Name 
Title ‘ eniabiiaiianehen 


Company 


Address 


tone (Store) : 


products but of a great number of 
automotive electronic, nuclear, mis- 
sile and space, marine, machine tool 
and industrial products. The diver- 
sity of these products is continually 
expanding, so it has become in- 
creasingly important for our Cor- 
poration not to convey the impres- 
sion that its products and skills are 
limited to the field of aviation.” 
Mr. Ferguson pointed out that the 
Bendix automobile starter drive is 
considered to be the company’s first 
major product. 


Fit techniques to needs 
(From Page 26) 


the area of data capturing,” he 
stated. “However, older and less 
complex techniques are of equal 
importance to a discussion of this 
type. The effectiveness of a data 
capturing technique can only be 
finally measured in its reliability 
and cost in your total systems pic- 
ture. A large oil company may re- 
quire sales slip imprinters and an 
optical scanner to efficiently handle 
its charge slips, but a restaurant 
chain with a large number of stores 
and a limited menu may be better 
off using mark-sensed IBM cards 
as sales slips, even though it has a 
larger sales slip volume than the 
oil company. Only a detailed objec- 
tive study of the system require: 
ments can help you determine the 
most effective technique for your 
company. 


“Optical character sensing equip- 
ment has advanced in the past two 
or three years from the field test 
stage and has proven itself in actual 
use in many systems,” he continued. 
“Magnetic character sensing, how- 
ever, is, at this time, not as 
thoroughly proven in actual use. 
Several of the problems connected 


with it have been solved, but some 
still exist. For example, the print 
ing tolerances for checks being read 
magnetically are extremely tight 
when compared with previous check 
printing requirements. 

“Mark sensing of printed codes 
has been a tool of the trade for 
many years, but new techniques and 
equipment have removed many of 
its former limitations,” he declared. 
“Of special interest are the applica 
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tions which use relatively large 
paper documents as the mark sens- 
ing vehicle.” 

Important recent progress has 
been made in the remote location 
or shop recorder type of data cap- 
turing, O'Keefe said. Several manu- 
facturers, he reported, offer simple 
devices with keypunched card or 
embossed card input, which record 
and store data or transmit it to a 
central location for conversion to 
machine readable language. 


Data-gathering examples 

“The following are greatly sim- 
plified examples of data gathering 
techniques,” he continued. “Because 
a particular piece of equipment or 
manutacturer is mentioned with a 
particular application is no indica- 
tion that the equipment is limited 
to a single application. The use of 
any equipment is limited only by 
the physical limitations of the 
equipment itself and the imagina- 
tion of the user. 


“Production control input data 
can be automatically recorded on 
punched cards or tape at a central 
point by a production worker as 
part of his normal routine. In a 
typical situation, instead of record- 
ing completion of a job order on a 
hand-written worksheet, a machine 
operator goes to a nearby simple 
device similar to a_ time clock, 
enters a pre-punched card contain- 
ing his identification number or 
other fixed data into a slot, adjusts 
some dials or keys to indicate vari- 
able data such as job number and 
then depresses a key. From this 
production-line location, the infor- 
mation is transmitted over wires to 
a tape or card punch at another 
location in the plant. A_ single 
punch can handle several input sta- 
tions, conveniently recording pro- 
duction data and simultaneously 
preparing it for machine processing. 
If desired, the data can be trans- 
mitted over telephone or telegraph 
lines to a central data processing 
center controlling the production 
of several plants. Both IBM and 
the Stromberg-Time Corp. market 
equipment of this type. 

“Sales data can be effectively re- 
corded in several ways. Monroe, 
National Cash Register and others 
offer devices which produce a paper 
tape record of sales as they are rung 
up on cash registers. Dashew Busi- 
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Model 28-TA 
Executive Chair 


$5995 


($63.95 in Zone 2)* 


Comfort with economy 


@ Here's the handsomest, most comfortable executive chair 
you can buy for the money. It’s the Executive Model 28-TA 
from our Cosco “Director” Series. Completely adjustable for 
individual comfort and smartly styled in square tubing. Dual- 
contour molded foam rubber seat. Foam-cushioned backrest, 
upholstered front and back. Even the armrests are foam! 
Quiet, long-wearing Nylon tilt bearings. Wide selection of 
decorator fabrics and finishes. Phone your nearby Cosco 


dealer now for a free demonstration in your office. 


HAMILTON COSCO, INC., Dept. OM-46, COLUMBUS, INDIANA 


A—Model 28-STA 
Executive Posture Chair, 
$67.95 ($71.95 in Zone 2)* 


: 7 B—Model 25-S 
® Secretarial Chair, 


as a $42.95 ($46.95 in Zone 2)* 


Conference Arm Chair, 
$39.95 ($43.95 in Zone 2)* 


D—Comparable values in 


settees, sofas, lounge 
chairs and tables. 


Use Readers’ Inquiry Coupon on Page 88 


*(Zone 2: Texas and 11 western states 
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“‘Turn-around”’ document is effective in eliminating manual keypunching 


ness Machines is now marketing a 
sales-slip imprinter and puncher for 
use in charge card sales. This system 
uses a punched hole code in a 
plastic credit card which is the same 
size as the now familiar plastic 
credit cards in general use. When a 
salesman sets the sales price into 
the machine and activates the im- 


IRS Cracks Down! 


Expense Allowances 
must now be detailed in full 


BEACH’S 
will serve 


Weekly & you 


Monthly 
Books, 
Weekly 
Sheets 


The most Complete 
— Sturdy — Easy to 
Use expense books! 
With on-the-spot en- 
tries of exact amount 
and “when, where, 
what for,” you are 
SAFE on deductions. 


Sales Leader in U.S. 
At Stationers, or Write 


BEACH PUBLISHING CO. 
19829 W. McNichols Rd., Detroit 19, Mich. 


FR ae GENUINE ENGRAVED 


LETTERED 
DIES AND 


PROOFS $ a 
1000 


GSeeue BUSINESS CARDS 
500 $i} ° 1000 $15 


BUSINESS ANNOUNCEMENTS 
500 ONLY $28 


MEMBER OF 
BIRMINGHAM 
CHAMBER OF COMMERCE - 
BETTER BUSINESS BUREAU 


DEWBERRY ENGRAVING CO. 
3201 - 4TH AVE., SO. 


BIRMINGHAM, ALABAMA 


printer, a sales slip is imprinted as 
the customer’s record and a card is 
punched for use in billing. 

“For banks, National Cash Reg- 
ister produces a_teller’s window 
machine which produces as a_by- 
product of savings account passbook 
posting, a paper tape for later 
processing to calculate interest and 
maintain account balance records 


using electronic data processing 
equipment. 
“Paper tape and punched card 


attachments for adding machines, 
bookkeeping machines, etc. can now 
be obtained from many manufac- 
turers. These devices allow data to 
be captured in machine readable 
form tor further processing without 
intermediate keypunching. 

“The time sales plans of depart- 
ment stores and the instalment loan 
plans of banks can benefit from the 
use of prepunched cards or coupons 
to be returned by the customer with 
payments. The Cummins - Chicago 
Corp. markets a device for reading 
data from paper coupons into paper 
tape or cards and for sorting the 
coupons themselves. Cummins has 
also recently advocated the use of 
a punched coupon type of check 
which can be sorted and read by 
Cummins equipment. IBM _ offers 
modifications to its regular tabulat- 
ing equipment so that 23- or 57- 
column cards can be _ processed. 
Both the punched paper coupon 
and small sized card coupon not 
only eliminate keypunching when 
the instalment payment is made, 
but their small size and weight give 
them a considerable postage and 
handling advantage over the normal 
sized punched card. 


“Another effective method of 
eliminating manual keypunching is 
the use of a punched card turn- 
around document. A tabulating 
card bill or check is punched and 
interpreted as part of the billing or 
paying operation and is sent to the 
customer. When the customer pays 
the bills, he returns the card or a 
prepunched portion of it. This card 
can now be used as input to credit 
the customer’s account with the 
payment. In the case of the check, 
when it is cashed it is returned to 


Use Readers’ Inquiry Coupon on Page 88 


the originator thru normal bank- 
ing channels. Because it has been 
prepunched, it can now be read and 
the account reconciled without any 
further preparation. In addition to 
the normal computer or tabulating 
method of preparing turn-around 
card documents, two new pieces of 
equipment have been announced in 
the past vear. IBM has recently an- 
nounced a tabulator which will 
print and punch cards from data 
contained on other cards or on 
magnetic tape. Remington Rand 
now markets a card punching 
printer which simultaneously 
punches a card and prints on one 
or both sides of it. In this case, the 
data comes from a magnetic tape 
and the output cards can be pro- 
duced at relatively high speeds. 
“In discussing punched hole 
methods of data capturing, some 
mention must be made of the porta- 
punch, an IBM product which is 
a limited but inexpensive portable 
card punch. It can be carried by 
meter - readers, survey - takers, etc. 
Although the amount of informa- 
tion that can be punched in a single 


card is extremely limited, it can 


be used in many systems. 


(To be continued) 


AMERICA’S FINEST, SAFEST 


MAIL BAGS 
"ARE MADE BY CAN . PRo 


CANVAS AND 
LEATHER OR ALL 
LEATHER 


MOLDED RUBBER 
BOTTOMS 


SAMPLES SENT 
“ON APPROVAL” 


Top quality Mail Bags in sizes and at 
prices to meet every office need! Used by 
nationally known organizations coast to 
coast. Write for literature, prices today! 


CAN- PRO pein. 


Another Subsidiary of J. M. Nash Co., 
31 E. MeWilliams St., Fond du Lac, -_ 
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Sharpest selling tool in 
the office market, with 


32,519 


ABC, NET PAID SUBSCRIBERS 


as of December 1959 
(largest by far in the office field) 


~ DEFINITION—The soleus" 


executives responsible for office administra- 
tion including AUTOMATION, PERSONNEL, 
SYSTEMS, DESIGN, OFFICE PLANNING AND 
FURNISHING—and for the purchase of equip- 
ment in all of these functions. 


HOW 0.M. PINPOINTS THE MEN WHO COUNT 
—Through its specialized editorial service 
and selective paid circulation 0.M. isolates 
the decision makers in the office, and pin- 
points your market without waste effort. 


Fact Finders Associates Inc. Survey proves 
that subscribers to 0.M., who answer to as 
many as 83 different titles, exercise prime 
responsibility in the purchase of office 
equipment: 


PRODUCT Ay 
OR — 
r 
SERVICE purchasing 
General Office Furniture 96.7 
Executive Office Furniture 83.2 
Office Machines 98.4 
Duplicating & Photocopying Equip. 94.8 
Electronic Equipment 75.3 
Tel. & Tel. Service 90.7 
inter-Office Communication System 89.0 
Mail Room Equipment and Supplies 89.9 
Office Acoustical Material 78.5 
Office Partitions 84.9 
Office Floor Covering 

(Carpeting, Tile, Etc.) 80.5 
Office Floor Maintenance, 

Equipment & Supplies 77.3 
Water Coolers 74.5 
Employment of General 

Office Personnel 94.1 
Insurance & Welfare Plans 73.0 

i Office Relocation 81.0 5 


SEND FOR NEW COMPLETE MEDIA DATA 
Yours for the asking—full facts on market defini- 
tion, buyer influence, editorial formula, circula- 
tion trend, ——— distribution, breakdown 
by industries“and occupations, advertising 
volume and research studies by Fact Finders 
Associates inc. 


Office Management 


The Magazine for Management Executives 
A GEYER MCALLISTER PUBLICATION 


212 Fifth Ave., New York 10, N. Y. 


ten Member of at 
“Gp: Audit Bureau of Circulations 
"a7" Associated Business Publications 


WORKWALLS 


Guvisible Casot* 


What must movable walls do for you? 


Increase space efficiency? Stop work interruption? Of course. 
But Workwall’s sturdy, completely salvagable Marlite and Alumi- 
num construction with new trend-wood finishes in Cherry, Oak, 
or Walnut, combines efficiency with unmatched beauty to pro- 
duce an asset not measurable in square feet or seconds. 


Every working office carries the mark of executive smartness 
that only rich wood-grain appearance can provide. Workwall’s 
trend-wood finished office space spells executive privacy, not 
cubicle confinement. It's the difference that puts desire into 
work and added efficiency into Workwall. 


Use coupon in this ad to obtain complete details on the remark- 
able new Workwall system. 


@ Low-rail to ceiling height @ Patented channel system 
with many superior provides for easy wall 

engineering features suspension of all 

office accessories. 


@ See our catalog 
in Sweets file 22a 


er 


AND PA 
A | pisision of L. A. DARLING COMPANY- Bronson, Mich. 


MOVABLE PARTITIONS 
~ ' cs 


Mail to: WORKWALL, Department 8B 
L. A. Darling Co., Bronson, Michigan 


Please send me catalog plus complete details 
on Workwall system. 
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NEW FOR THE OFFICE 


A Files 1 


Fire-resistive files in the Sentry 
line are available as one, two, three, 
or four-drawer units bearing either 
“C” or “D” labels from the Under- 
writers Laboratory. Units are fin- 
ished in Sentry Sand or Silver Gray; 
special colors and wood grain avail- 
able. John D. Brush & Co., Inc., 545 
West Ave., Rochester 11, N. Y. 


4 Posting unit 2 


The Narco-Matic portable posting 
unit is offered in two, four, and 
six-inch capacities in sheet sizes from 
6 by 10 to 17 by 12 inches. Tray eas- 
ily closes into a compact binder. 
Nardon Mfg. Co., 2125 W. Mission 
Rd., Alhambra, Calif. 


82 


> Filing truck 3 


A self-contained work station for 
shelf filing, called the Mobile Shelf 
Filing Truck, enables correspond- 
ence to be handled in one com- 
bined operation. Platlorm is auto- 
matically anchored to floor when in 
use; restores to casters lor easy roll- 
ing. Remington Rand Division of 
Sperry Rand Corp., 315 Park Ave. 
South, New York 10. 


A Tellers machine 4 


Class 42 all-purpose teller’s ma- 
chine provides for ten separate to- 
tals of transactions and three sep- 
arate printing positions. One 
printing position is used to print 
each transaction on a_ locked-in 
audit journal. Two other printing 
positions are used for posting and 
validating the various forms as re- 
quired by entries. National Cash 
Register Co., Dayton 9, Ohio. 
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v Indexing Kit 6 


A microfilm indexing kit provides 
flash cards, targets, camera operator's 
certificates, and other forms needed 
in locating microfilmed items. The 
kit and instruction booklet are 
priced at $7.50. Recordak Corp., 
415 Madison Ave., New York 17. 


q Correspondence form 5 


The Letter-Gram, a business cor- 
respondence form, is made up of a 
snap-out letter form, an outgoing 
window envelope and a reply win- 
dow envelope. Each part is printed 
in green ink on_ buff-color stock. 
The Letter-Gram Co., 4744 Chest- 
nut St., Philadelphia 39. 
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v Duplicating machine 7 

The receiving trays of this Rex- 
Rotary R-11 duplicating machine 
fold to a self-contained, dustproof 
case of attractive design. The R-11 
is complete with nylon gears which 
require no lubrication, a reset copy 
counter, and a raise and lower copy 
control. Machine is available in 
both electric and hand-operated 
models. Bohn Duplicator Co., 444 
Park Avenue South, New York 16. 


A Forms liner 8 


The Verti-Liner attachment adds 
vertical lines to forms as they move 
through the Egry Divi-Burster. At- 
tachments for imprinting and tab 
card bursting are also available. The 
Egry Register Co.. Dayton, Ohio. 


APRIL 1950 


A Ledger safe 10 


A ledger tray safe, one of the com- 
pany’s new products, affords fire- 
resistive protection for invaluable 
business documents. Herring-Hall- 
Marvin Div., Diebold, Inc., Hamil- 
ton, Ohio. 


A Postage meter il 


New postage meter machine seals, 
stamps, and stacks letters in one 
operation. Meter permits finger- 
tip selection of any denomination 
of postage from one-half cent up to 
$1.0914 in a single stamp. Meter 
stamp can be printed directly on 
letters, or on a gummed tape for 
parcel post packages. Pitney Bowes, 
Inc., Stamford, Conn. 


q Acoustical cabinet 9 


The new line of acoustinets de- 
signed to control noise emanating 
from accounting, billing, addressing 
and communication machines, are 
available in a variety of decorator 
colors. Each acoustinet is equipped 
with indirect fluorescent lighting. 
Gates Acoustinet, Inc., 2690 Sheri- 
dan Dr., Tonawanda, N. Y. 


& Label applicator 12 


The Mail Aid Applicator auto- 
matically applies gummed labels to 
envelopes, cards, and various direct 
mail matter up to a thickness of 
4 inch. The table top machine ap- 
plies Diamond Mail Aid labels, in 
sheets of 33 or rolls of 10,000 at a 
rate of 13,000 labels an hour, de- 
pending upon the size of mailing 
piece. Diamond labels, called so be- 
cause of diamond shaped holes in 
the perforation line, are available 
in carbon-outerleaved Dupli-Snap 
sets of two to six parts, as well as in 
single sheets and rolls. Eureka Spe- 
cialty Printing Co., 530 Electric St., 
Scranton 9, Pa. 


A Dividers 13 


FiliGrille ornamental grillework 
is made of 34-inch polystyrene and 
framed in anodized aluminum. Fili- 
Grille is available in standard de- 
signs and customized panels. Hol- 
comb & Hoke Mfg. Co., Dept. 130, 
1545 Van Buren St., Indianapolis, 
Indiana. 
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TRY THE |} WORLD'S 


ARBO- WELD 
RNOLIZED LEAD 


—and discover 3 Good Business 
Reasons Why GENERAL'S New 


SEEMI=InIEX 


 Lanolin Lead Office Pencil 


MUST SAVE YOU MONEY! 


1 Superb Writing Ease. SEMI-HEX won’t 
scratch, stick—even on cardboard! The new 
SEMI-HEX just glides along with a strong 
dark line. Laboratory tests prove that 
General’s special Lanolin Process Lead 
makes it the smoothest writing pencil ever! 
And smooth writing helps prevent writer’s 
cramp, finger stiffness—keeps office efficiency 
at its peak! 


2 Stronger, Longer-lasting Points! Gener- 
al’s exclusive Carbo-Weld Process makes 
SEMI-HEX points virtually “Break-proof.” 
No office time wasted sharpening and re- 
sharpening pencils. 


3 Guaranteed Longer-Wearing! The new 
SEMI-HEX is unconditionally guaranteed to 
outlast, outwrite and outperform ordinary 
office pencils. Stocks last long time — keep 
inventory down! 

Available in 5 degrees: 1, 2, 2-2/4, 3 and 4. 
See Your Local Dealer Now — Or Write Us 
On Your Company Letterhead for FREE 
SAMPLES. 


ENERAL 


PENCIL man CO: 
69 FLEET STREET, JERSEY C'TY 6, N. J. 
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(from Page 69) 

Delbridge Calculating Systems, Inc., 
St. Louts 17, Mo. 

A. B. Dick Co., 5700 W. Touhy 
Ave., Chicago 31. 

Diebold, Inc., (York Safe & Lock 
Co.), 2011 Mulberry Road, Can- 
ton 2, Ohio. 

Ditto, Inc., 6800 McCormick Rd., 
Chicago 45. 

Dome Publishing Co., Inc., 357-361 
Canal St., Providence, R. 1. 

Duplicate Forms Co., Station St., 
Mentor, Ohio. 

Earl Specialties Co., P. O. Box 653, 
Rochester 2, N. Y. 

Econo-Pak Register Co., 1335 East 
27th, Kansas City 8, Mo. 

The Egry Register Co., 429 E. 
Monument Ave., Dayton 2, Ohio. 

Elbe File & Binder Co., Inc., 649 
Alden St., Fall River, Mass. 

Ennis Business Forms, Inc., 214 \V. 
Knox St., Ennis, Texas. 

Eureka Blank Book Co., Winter St., 
Holyoke, Mass. 

Ek. Z. Sort System Ltd., 45 Second 
St., San Francisco 5, Calif. 

Federal Business Products, Inc., 184 
Kent Ave., Brooklyn, N. Y. 

Foldaligned Forms Co., 419 Broome 
St., New York 13. 

Forms Development Corp., Leonard 
& Lafayette Sts., New York 13. 
Forms, Inc., Easton Road, Willow 

Grove, Pa. 

Franklin Press, 416 
Chicago. 

Arthur J. Gavrin Press, Inc., Gavrin 
Press Bldg., New Rochelle, N. Y. 

Gen Multi Forms Sales Co., Box 
1094, Nashville 4, Tenn. 

Gowdy Office Materials Co., 115 
Ontario St., Toledo 3, Ohio. 
Graphic Forms, Inc., West Lincoln 

Way, Nevada, Iowa. 

Stephen Green Co., 34th & Market 
St., Philadelphia, Pa. 

The Hamilton Autographic Register 
Co., Hamilton, Ohio. 

Philip Hano Co., Inc., Sargeant St., 
Holyoke 85, Mass. 

Hartford Press, 4729 E. Olympic 
Blod., Los Angeles 22. 

Hautau & Otto, 4939 W. Lake St., 
Chicago 44. 

George S. Heineman, Inc., 230 Fifth 
Ave., New York 1. 

G. W. Herndon Co., 1518 High St., 
Richmond 20, Va. 

The H-O-N Company, 3rd & Oak 
Sts., Muscatine, Towa. 

Ralph Honneus & Sons, Weymouth, 
Mass. 


Grant Place, 


Huff Printing Co., Inc., 127 North 
St., Bluefield, W. Va. 

Hygrade Printing, 480 Canal St., 
New York 13. 

Ideal System Co., 346 S. Flower St., 
Los Angeles 17. 

International Business Forms, 1600 
E. 26th St., Little Rock, Ark. 
International Tag & Salesbook Co., 

3450 W. Division St., Chicago 5. 
Max Isaacs, 1019 McDonald Ave., 
Brooklyn 30, N.Y. 

Judson Form Print, Inc., 2394 
Winewood, Ann Arbor, Mich. 
Koller & Smith Co., Inc., 41 Cham- 

bers St.. New York 7. 
Johnson Systems, 828 N. Broadway, 
Milwaukee 2. 


Labels & Decals, Inc., 4880 IW. 
Grand, Chicago. 
Le Febure Corp.. 716 Oakland 


Road N. E., Cedar Rapids, Towa. 

]. J]. Lester & Co., Inc., Accountants 
Supply House, 518 Rockaway 
Ave., Valley Stream, N. Y. 

The Letterex Corp., 1114 Half St., 
Washington 27, D. C. 

Lo-Cost Systems, Inc., 5207 Mil- 
waukee Ave., Chicago 30. 

Master-Craft Corp., 831-903 Cobb 
Ave., Kalamazoo, Mich. 

Master Products, 3481 E. 
Los Angeles 23. 

McMillan Book Co.,701 E. Genesee 
St., Syracuse, N.Y. 

Methods Research Corp., 442 Mosel 
Ave., Staten Island, N. Y. 

Miami Systems Corp., Robertson 
Road at 34th Ave., Oakley, Cin- 
cinnati 9, Ohio. 

Midwest Rotary Miniforms, P. O. 
Box 112, Caro, Mich. 

Moore Business Forms, Inc., 900 
Buffalo Ave., Niagara Falls, N.Y. 

Paul S. Morton Engineering Serv- 
ice, 5130 Meadowlark Lane, Kala- 
Mazoo, Mich. 

Multi-Form Systems, Inc., 608 
North 21st St., St. Louis 3, Mo. 

Mutual Publishers, 21 Howard St., 
New York 13. 

Charles 8. Nathan, Inc., 546 Broad- 
way, New York 12. 

National Blank Book Co., P. O. Box 
791, Holyoke, Mass. 

National Business Forms 
207 FE. Broward Blvd., 
Lauderdale, Fla. 

National Carbon Coated Paper Co., 
Sturgis, Mich. 

National Litho Forms Co., 18423 

Euclid Ave., Cleveland 12, Ohio. 

National Manifolding Co., 510 
Wayne St., Dayton, Ohio. 


14th St., 


A SSOC., 
Fort 
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National Pad & Tablet Corp., 22 
Reade St., New York. 

Nation Wide Office-Aide, Inc., 953 
E. 9th St., Brooklyn 30, N. Y. 
Nebraska Salesbook Co., 21st to 
22nd St. on Y. Lincoln 1, Neb. 
Newark Printing Co., Newark, Del. 
Newport Business Forms Co., 905 
G. Hampton, Newport News, Va. 
Payroll Tax Service, 44 West 29th 

St., New York 1. 

Petroleum Printing Co., P. O. Box 
124, Red Fork Station, Tulsa 7, 
Okla. 

Port Huron Sulphite & Paper Co., 
Port Huron, Mich. 

Post-All, Inc., 177 Winton Road 
North, Rochester 10, N. Y. 

The Potter Press, 516 South St., 
Waltham, Mass. 

Precise Carbon Forms, 86-08 130th 
St., Richmond Hill, N. Y. 

Printing Service, Inc., 1040 West 
Fort St., Detroit 26. 

Recordplate Co., 130 N. Fair Oaks 
Ave., Pasadena 1, Calif. 

Regency Crafts, Inc., 520 Sth Ave., 
New York 36. 

Rem Rand-Div. of Sperry Rand, 
Dealer Sales Div., 315 Park Ave., 
South, New York 10. 

Reynolds & Reynolds Co., 800 Ger- 
mantown Ave., Dayton 7, Ohio. 

Rogersnap Business Forms, 4924 
Reading St., Dallas, Texas. 

Ross-Gould Co., 309 North 10th 
St., St. Louis 1, Mo. 

Ross-Martin Co., P. O. Box 800, 
Tulsa 1, Okla. 

Royal McBee Co., Westchester Ave., 
Port Chester, N.Y. 

Royal Register Co., Simon St., 
Nashua, New Hampshire. 

S-K Forms Co., 1907 Chestnut St., 
Philadelphia 3, Pa. 

Safeguard Corp., 320 Walnut St., 
Lansdale, Pa. 

Shaw-Walker Co., 1950 Townsend 
St., Muskegon, Mich. 

The Shelby Salesbook Co., Shelby, 
Ohio. 

C. E. Sheppard Co., Div. of Yaw- 
Man & Erbe Mfg., Co., 1045 Jay 
St., Rochester 3, N. Y. 

Site-Filing Co., 13° B. Manheim 
Gardens, Philadelphia 44. 

Frederic B. Smith Co., Inc., P. O. 
Box 13, Winthrop, Mass. 

The Snapout Forms Co., Chardon, 
Ohio. 


Speedograph Inc., 5440 8. Ashland 
Ave., Chicago 9. 
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... THE RIBBON THAT 
DOES EVERYTHING!* 


* Everything you could reason- 
ably expect a business machine 
ribbon to do . . . from general 
typing to data processing! Wheth- 
er used for manual or electric 
typewriters, billing machines, 
tabulators, wire printers or any 
of the newest high speed data 
processing machines, Columbia 
Silk Gauze ribbons deliver the 
results you want. 


Silk Gauze ribbons have proved 
themselves through years of su- 
perior performance. They are 


y a | 


made of the finest, lint-free silk 
obtainable, inked by an exclusive 
Columbia process. You get the 
sharpest, most uniform write 
you’ve ever seen. Super-strong, 
extra-length Silk Gauze ribbons 
are still on the job long after or- 
dinary ribbons have called itaday. 


For a demonstration of Silk 
Gauze ribbons that meet your 
particular requirements, call your 
Columbia supplier or consult the 
Yellow Pages. 


SILK GAUZE RIBBONS 


by 


Columbia Ribbon & Carbon Mfg. Co., Inc., Glen Cove, New York 


Columbia Ribbon & Carbon Pacific, Inc., Duarte, California 
Use Readers’ Inquiry Coupon on Page 88 
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You Get Things Done With 
Boardmaster Visual Control 


7 SEES if 
oe ek bet} SLICE CHES BS 

ce7asssaas =|} 
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SOGGEG Er = = 


vy Gives Graphic Picture of Your Operations— 
Spotlighted by Color 

yy Facts at a glance — Saves Time, Saves 
Money, Prevents Errors 

yy Simple to operate — Type or Write on 
Cards, Snap in Grooves 

sy Ideal for Production, 
Scheduling, Sales, Etc. 

yy Made of Metal. Compact and Attractive. 
Over 500,000 in Use 


Complete price $4g5° including cards 


Write for Your Copy Today 


GRAPHIC SYSTEMS 


Yanceyville, North Carolina 


Make paper handling | 


easier and safer 


Traffic, Inventory, 


24-PAGE BOOKLET NO. G-500 
Without Obligation 


Get ADVANCO 
punchless paper holders 


No holes to punch—no holes to tear. 
Easily insert or remove sheets. Your 
papers are in order, safe—the Advanco 
clip bulldog-grips 1 to 150 sheets. 
Only 2 parts—lasts indefinitely. 


Ask your stationer! 
f he doesn’t carry Advanco, write us 
YOW for name of dealer nearest you. 


sDVAWCo 


MADE IN U.S.A REG. US. PATENT OFFICE 


ADVANCO PRODUCTS, INC. 
76-05 51st Avenue, Elmhurst 73, N. Y. 
Use Readers’ Inquiry Coupon on Page 88 


Spot Carbon Products, 54 Lafayette 
St., New York 13. 
Standard Manifold Co., 
Lake, Chicago. 
Standard Register Co., Campbell & 
Albany Sts., Dayton 1, Ohio. 
Star Forms, Inc., Bettendorf, Iowa. 
Stationers Loose Leaf Co., 246 E. 
Chicago St., Milwaukee 1. 
Sten-C-Labl, 2285 University Ave., 
St. Paul 14, Minn. 
Stock Forms Co., P. 
Englewood, N. J. 
Systematics, Inc., 10 EF. 40th St., 
New York 17. 
Tax Forms Supply Service, P. O. 
Box 1, Lodi, Calif. 

Taxteller, Inc., 2708 10 North 
Grand Blvd., St. Louis 6, Mo. 
Todd Company, Div. Burroughs 
Corp., 1150 University Ave., 
Rochester, N. Y. 
Transkrit Corp., 

New York 3. 
Trussell Mfg. Co., 


333 WW. 


O. Box 748, 


704 Broadway, 


Poughkeepsie, 


| ee 2 
Tops Business Forms, 107 N. 
Wacker Drive, Chicago 7. 
Varco, Inc., 306 W. Congress 


Pkway., Chicago 7. 

M. S. Turk Business Forms, 19-25 
W. 44th St., New York 36, N. Y. 

Universal Mfg. Stationers, Inc., 212 
S. Los Angeles St., Los Angeles 
£2. 

Universal Rad & Tablet Corp., 22 
Reade St., New York. 

Valbro Corp., P. O. Box 367, Win- 
ter Garden, Fla. 

Victor Adding Machines Co., 3900 
N. Rockwell, Chicago 18. 

VISI Record, Inc., 54 Railroad 
Ave., Copiague, N. Y. 

Vue-Fax Corp., Logan Business 
Products, 655 Main St., West- 
bury, N.Y. 

The Wallace Press, 444 W. Grand, 
Chicago. 

Alfred Allen Watts Co., Inc., 216 
Williams St., New York 7. 

Weatherly Index Co., P. O. Box 
103, Tampa, Fla. 

Weber Label and Marking Systems, 
Div. Weber Addressing Machine 
Co., Mount Prospect, Il. 

Wilson-Jones Co., 209 8S. Jefferson 
St., Chicago 24. 

Workman Mfg. Co., 7220 W. Wil- 
son Ave., Chicago. 

Yale Filing Supply Co., 409 East 
3rd St., Los Angeles 13. 

Yawman & Erbe Mfg. Co., 1045 
Jay St., Rochester 3, N. Y. 


CLASSIFIED 
ADVERTISING 


Rates: Minimum 20 words $5.00. Each 
additional word 25c. Payable in ad- 
vance, Address replies to all Box Num- 
ber ads c/o OFFICE MANAGEMENT, 
212 5th Ave., New York 10, N. Y. 


For Sale or to Buy 


FOR SALE. ONE BRUNING Model 93- 
95 Copyflex Machine with 4800 Watt 
Lamp, 208 Volt AC, 60 Cycle single 
phase. Has 46 inch printing width. Color, 
Cream Top and Green Bottom. Excellent 
condition. Contact: W. C. Meeker, Pur- 
chasing Agent, Prudential Ins. Co. of 
America, Prudential Plaza, Chicago 1, 
Ill. Whitehall 3-2800. 


FOR SALE: AUTOTYPIST, Practically 
new, Dual Selector Model 5060. and Per- 
forator. Cost $2300.00. Uarco Burster, 
Model 617, and Deleaver, Model 711. 
Both new, combined cost $1400.00. Will 
accept best offer. Ship “‘N Shore, Inc., 
Upland, Pa. 


SALE: FACTORY DEMONSTRATOR 
ELECTRIC 2-in-1 Folding and Letter- 
opener Machine fully guaranteed. Origin- 
ally $432.50, yours for $198.50. Lans- 
dale Products, Box 568, Lansdale, Pa. 


FOR SALE: BURROUGHS SENSI- 
MATIC Bookkeeping Machine Series 
300 and Cummins Perforator Model 321. 
Machines in excellent condition. Alum- 
inum Shapes. 9000 River Road, Delair, 
N. J. 


FOR SALE: TWO “NATIONAL” 142 
Printers less than four years old in 
excellent condition. Will accept best 


offer. O.M. 330. 


FOR SALE: 85 NATIONAL and Post 
Heavy Duty 11 x 17 Black Binders 
Catalog #9588% and #257-65. Good 
condition. Make offer. Office Manager, 
New Idea Division, AVCO Corporation, 
Coldwater. Ohio. 


PHOTOSTAT MODEL JUNIOR COP- 
IES subjects up to 14 x 18 inches. Excel- 
lent for blueprints. Milwaukee Gear 
Company, P. O. Box 3615, Milwaukee, 
Wisconsin. 


FOR SALE: MONROE BOOKKEEP- 
ING Machine #156662-209-235-191 com- 
plete with stand. O.M. 333. 


OFFICE MANAGEMENT 
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CATALOGS, Booklets 


Photocopy Machines Cl 

American Photocopy Equipment Co., 2100 W. Dempster St., 
Evanston, Hl. A full-color booklet displays the “Auto-Stat’” line 
of Apeco photocopiers and their application in various office situa- 
tions. Each model is described in detail along with the benefits 
available to large and small companies. 


Film Catalog C2 

Industrial Management Society, 330 S$. Wells St., Chicago 6, IIL. 
The 1960 edition of the IMS film rental catalog lists more than 
80, 16 mm films describing work simplification in plant and office. 


Data Collecting System 

Friden, Inc., San Leandro, Calif. Ilus- 
trated booklet introduces and explains 
the application of Collectadata, a system 
of code-reading and code-punching units 
that send data from scattered points of 
origin to a central processing area. 


Postal Chart C4 


Pitney-Bowes, Inc., 2956 Walnut St., Stamford, Conn. A con- 
venient desk or wall chart depicts the latest postal rates with ac- 
companying parcel post map and zone finder. 


Embossed Paper cS 

Wausau Paper Mills Co., Brokaw, Wisc. 
Full-color brochure illustrates the dimen- 
sional effect achieved with the company’s 
roll-embossed “Snow Crest” finish on 
Everest Text and Brokaw Opaque Offset 
papers. The brochure depicts the various 
applications of the embossed finish in 
magazine inserts and advertising material, 
whether it be printed in line, wash, or 
combination halftones in four-color or ee ee 
black and white. 


Multilith Program Device C6 


American Type Founders, 200 Elmore Ave., Dept. M, Elizabeth, 
N. J. Illustrated brochure describes method of automating the 
Multilith 1250 with the ATF Program-Matic Control System. 
Among other benefits derived, the ATF Program-Matic is said to 
control the press run automatically, eliminating paper waste and 
permitting better operator control. 


Computer 


Royal McBee Corp., Data Processing 
Division, Port Chester, N. Y. An illus- 
trated brochure (S-483), describes the 
RPC-4000 fully transistorized, electronic 
stored program, general purpose com- 
puting system. Specifications for the RPC- 
4000 are given along with a description 
of the various components in the system. 
Applications of the unit in situations of 
business and engineering are also de- 
picted. 


APRIL 1960 


New ROBERTS 
universal electric 
NUMBERING MACHINE 


The numbering head of the new Roberts 
E-21-U “universal electric” is entirely flex- 
ible. It can be turned to permit numbering 
at any point on a sheet, card, tag, label or 
strip of material up to 12 inches wide and 
of any length. It automatically prints num- 
bers from 1 to 999,999 with instant choice 
of consecutive, duplicate or repeat, through 
as many as 10 carbons. Just plug in. Also 
available for foot operation. Roberts num- 
bering machines have been leaders since 
1889. Write Roberts Numbering Machine 
Division, Heller Roberts Mfg. Corp., 700 
Jamaica Ave., Brooklyn 8, N. Y. 


HELLER ROBERTS 
Manufacturing Corporation 


COSTLY RE-DRAFTING OF 
ORGANIZATION CHARTS 


The COFFIELD 
EVERLASTING 


Interchangeable 


ORGANIZATION 
CHART 


STO 


A typist, a typewriter and typing paper are all you 
need to keep your chart up to date. It’s that simple! 
ae OT Os 


ELECTRO-MOTIVE OIVISION 
CORPORAT 


| 
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1 mt betemait 
1 jet aime 


bum 


? 
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PED 


aizes to Fit Any Organization Structure 
Eliminates All Costly Drafting 
Photographs for Sharp Prints 
Invaluable as a Visual Training Aid 
All Parts Are Movable and Re-usable 
Solves Your Chart Problem Forever 


Write for Free 16-Page Illustrated Brochure 
with Price Schedule No. OM-4 
MANAGEMENT CONTROL CHARTS CO. 
1731 N. WELLS ST. CHICAGO 14, IL. 


Use Readers’ Inquiry Coupon on Page 88 
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THE 
HANGING FOLDER 
WITH 
ADJUSTABLE 
METAL TAB 


Gui 0 folder 


Your “filing and finding” problems disappear when 
you use Guide-O-folders in your active files. Not 
only do you save both time and money but you 
remove the drudgery from the filing department and 
make it a pleasant place to work. 

You will appreciate the speed and accuracy with 
which your records are filed and kept instantly avail- 
able for reference. Your clerks will appreciate the 
ease and accuracy because all the tugging and pull- 
ing of ordinary folders is eliminated. Guide-O-folders 
just glide back and forth on their steel frames with 
finger tip ease. 

Ask your local stationer or office equipment dealer 
to show you how Guide-O-folders will solve your 
filing and finding problems. 


GUIDE SYSTEM & SUPPLY CO. 


335 Canal Street New York 13, N. Y. 


HANDY BINDER ror 
“OFFICE MANAGEMENT" 


Protect your copies of 
OFFICE MANAGE- 
MENT with these modern 
Vulcan Binders! Each 
binder holds six monthly 
issues. Binders are made 
of heavy-weight board 
and are covered with 
dark blue, drill quality, 
imitation leather stamped 
in gold foil as illustrated. 
Backbone panel gives 
space for labeling volume 
and year. Individual 
wires hold each issue 
securely, make insertion 
easy. 


Single Binders $3.00 Postpaid 
Two (2) Binders $5.50 Postpaid 


Enclose check with order 


OFFICE MANAGEMENT 


The Magazine for Management Executives 
212 Fifth Avenue New York 10, New York 


FREE INQUIRY SERVICE FOR SUBSCRIBERS 


Just circle the numbers in the coupon, fill in ycur name and address, tear out and mail to 
> @ Office Management. Your inquiries will be forwarded promptly to the companies concerned. 


cepenianimtaae 
April, 1960 
APRIL 1960 ADVERTISEMENTS ‘. , 
Circle respective 

(Circle respective page numbers on which ads appear) item numbers. 
Page Page Page Page Page Page Page 1 : 
ond Cover 12 29 47 59 77 84 tented] Wine 
3rd Cover 14 33 48 78 85 l 9 16 Oe | 
4th Cover 18 34 49 65 79 86 GS 2 10 #17 C2 
4 19 38 50 66 80 BPC 86 API 3 Il 18 C3 
6 21 39 54 67 80 DEC 87 HRM | 4 12 #19 C4 
7 24 41 55 68 80 CPC 87 MCC [5 13 20 C5 
9 25 42 56 69 81 OM 88 GSS 6 14 21 C6 
10 26 45 57 76 81 WLA 88 OM 7 15 22 C7 
11 27 46 58 8 

Fractional page ads tarther identified by initials of advertiser 


OFFICE MANAGEMENT 
212 Fifth Ave., N. Y. 10, N. Y. 


April 1960 issue 
This inquiry form good 
Until May 15, 1960 


OFFICE MANAGEMENT 
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Acco Products Div. of Natser Corp. 41 
Agency—Geer, DuBois & Co., Inc. 


Acme Visible Records, Inc......... 59 
Agency—Cargill, Wilson & Acree, Inc. 
a No wis cere hr wae avers 14 


Agency—Sutnar-Of fice 


Addressograph-Multigraph Corp. .. 42 
Agency—The Griswold-Eshleman Co. 


Advanco Products, Inc............ 86 
Agency—La Porte & Austin, Inc. 


American Telephone & 
Telegraph Co., Long Lines Dept. 3 
Agency—N. W. Ayer & Son, Inc. 


B 
PN Sy, Ns care eacmes 77 
Agency—James Thomas Chirurg Co. 
Beach Publishing Co.............. 80 


Agency—Francis Advertising Agency 


Bell Telephone System............ 3 
Agency—N. W. Aver & Son, Inc. 
Bulldog Electric Products Div. 
I-T-E Circuit Breaker Co....... 18, 19 


Agency—Mac Manus, John & Adams, 
Ine. 


Burroughs Corp. ................ 10 
Agency—Camphell-Ewald Co. 


c 


NN is aus sna oie aeminw aan 80 


Agencv—Geer-Murray, Inc. 


Champion Paper & Fibre Co... ..24, 25 
Agency—Campbell-Ewald Co. 


Champion Paper Specialties, Inc... 24, 25 
Agencv—Campbell-Ewald Co. 
Columbia Ribbon & 
Common Nabe. Co., Bt...... 50085 85 
Agency—E. M. Freystadt Associates, 
Inc. 


De Jur-Amsco Corp., Stenorette Div. 55 
Agency—Adams & Keyes, Inc. 


Dewberry Engraving Co........... 80 


Dick Co., A. B., (Offset)... .4th Cover 
Agency—Fuller & Smith & Ross, Inc. 


Dick Co., A. B., (Photocopy)... ... 4 
Agency—Fuller & Smith & Ross, Inc. 


Dri-Stat Div., Peerless Photo 
PG Me bo rected we tiene ene 58 
Agency—John Mather Lupton Inc. 


Eastman Kodak Co., Business Photo 
Methods Div., Verifax.......... 9 
Agency—J. Walter Thompson Co. 


Edison Voicewriter Div., Thomas A. 
Edison Industries ............. 47 
Agency—J. Walter Thompson Co. 


APRIL 1960 


ADVERTISER’S INDEX 


Eureka Specialty Printing Co....... 67 
Agency—Kretschmer & Dinner, Inc. 
F 
Farrington Mfg. Co., 
Data Processing Div........... 12 
Agency—N. W. Ayer & Son, Inc. 
IN cla as 45 1c 60 won 0s vinx 69 
Agency—Richard N. Meltzer Adv., Inc. 
G 
Gates Acoustinet Co............. 68 
Agency—Clayton A. Stahlka Coun- 
seling 
General Pencil Co............... 84 


Agency—Maxwell Sackheim - Franklin 
Bruck, Inc. 


Graphic Systems ........0....... 86 
Agency—Diener & Dorskind, Inc. 

Guide System & Supply Co....... 88 

H 

Haloid Xerox, Imc............... 29 

Agency — Hutchins Advertising Co., 
Inc. 
Hamilton Cosco, Inc............. 79 


Agency—Caldwell, Larkin & Sidener- 
Van Riper, Inc. 
Heller-Roberts Mfg. Corp......... 87 
A gency—George |. Bushfield 


Hygienic Dental Mfg. Co., The.... 54 
Agency—Brown Ady. Agy. 


Interstate Metal Products Co., Inc... 78 
Agency—Raymond Heer & Assoc. 


Management Control Charts Co... 87 
Agency—Stern, Walters & Simmons, 
Tne. 


ye 56 
Agency—Jones Frankel Co. 


McGraw Edison Co., Voicewriter 
WS fits bactan sce dkew.comw eine’ 47 
Agency—J. Walter Thompson Co. 


Minnesota Mining & Mfg. Co., 
(Cellophane Tape Div.)........ 45 
Agencv—Batten, Barton, Durstine & 

Osborn Inc. 


Minnesota Mining & Mfg. Co., 
CO Rear ee 6 
Agency—Erwin Wasey, Ruthrauff & 

Ryan, Inc. 


Mutual Products Co., Inc......... 11 
Agency—Noyes & Co., Inc. 


N 
National Blank Book Co......... 49 
Agency — Sutherland-Abbott Advertis- 


ing 


National Cash Register Co., 
rer rr 3rd Cover, 65 
Agency—McCann-Erickson, Inc. 


Office Management... .8, 32, 40, 81, 88 


P 
Peerless Photo Products, Inc....... 58 
Agency—John Mather Lupton Co., Inc. 
Peerless Steel Equipment Co....... 76 
Agency—Norman A. Strang, Adver- 
tising 
a ree ere 34 


Agency—The Rumrill Co., Inc. 


Piney seeen, TE... kc cccceses 7 2 
-lgency—L. E. McGivena & Co., Inc. 


Recordak Corp., Sub. of 
Eastman Redak Ce............. 27 
Agency—J. Walter Thompson Co. 


Reynolds & Reynolds Co., The.... 21 
Agency—Weber, Geiger & Kalat, Inc. 


Roberts Numbering Machine Div., 
Heller Roberts Mfg. Corp. 
Agency—George I. Bushfield 


Royal McBee Corp., 
Data Processing Div.......... 39 
Ageney—C. J. La Roche & Co., Inc. 


Ss 
Shaw-Walker Co. ............- . 70 
Agency—J. Walter Thompson Co. 


Smith-Corona Div. of Smith-Corona 
Marchant, Ime........... 2nd Cover 
Agency—Cunningham && Walsh, Ine. 


T 


Teletype Comp. ................. 57 
Agency—Marsteller, Rickard, Gebhardt 
co Reed, Inc. 


Thomas Collators, Inc............ 46 
Agencey—Douglas Turner, Inc. 


U 
Universal Business Machines, Inc... 66 
Agency—E. J. Presser & Co. 
Vv 
Vf a Serer 38 
Agency—Bruce Angus Advertising, Inc. 
Venus Pen & Pencil Corp......... 50 
Agency—Doyle, Dane, Bernbach, Ine. 
errr 26 


Agencey—McClellan Advertising, Inc. 
w 


Ue a ee 48 


Agency—Batten, Barton, Durstine & 
Osborn, Inc. 


Workwall Div., L. A. Darling Co.. . 
Agency—Norman-Navan, Inc. 
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WELCOME, AMERICAN BUSINESS 


NEXT MONTH, this magazine will appear under a 
new title, Office Management and American Business. 


Maltice 
anagement We have purchased American Business, a leading 


The Magazine for Management Executives 


business magazine concentrating largely on the office 
‘acini a field, from the Dartnell Corporation, and will merge 
the two magazines with the May issue. 


We feel this merger will strengthen Office Manage- 
ment in many ways: it will give it more scope in terms 
of enlarged editorial coverage; it will allow it to 
incorporate several of American Business’ outstanding 
features; it will permit us a wider range of articles. 


The May issue of the new publication will be larger 
in editorial content than the past issues of Office 
Management, and will incorporate the joint thinking 
of the editors of Office Management and American 
Business. 


Sorc RT 
Pa 


ba AMERICAN 


American Business has had a long and honorable 
history. Founded in 1930 by J. C. Aspley, who is now 
' the chairman of the board for Dartnell, it absorbed 


; System magazine in 1935. System, which was founded 
What's the Essential 


Executive Quality? in 1900, was one of the first general business maga- 
iets tedih at zines to be published in this country. Through the 
of Lonely Crowd years since 1930, American Business has been a con- 
ieee sey seen s sistent source of ideas and authoritative information 
Good Handwriting to successful business concerns and their leaders. 


ee ' 
Office Management, founded in 1940, has scored 
Beware of Secretary- 


Boss- Wife Triangle many notable editorial achievements; its value to its 
readers is attested by its rapid growth in circulation, 
from 11,000 in 1953 to 32,000 at the end of 1959. But 
we feel that in this case, the new whole — Office 
Management and American Business—is greater than 
the sum of the parts—that the merger of the two 
magazines will create a stronger and more vital pub- 
lication to serve the needs of the American office. 


A DaRTREL “URLEA TION 


We pledge ourselves to that goal. 


OFFICE MANAGEMENT 
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